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ABSTRACT 



The lessons are designed to give newly-arrived, 
limited-English-prof icient Laotian immigrants to the United States linguistic 
and practical skills for gaining employment. An introductory section, in both 
English and Lao, outlines the origins and design of the materials. Ten 
lessons follow, each accompanied by a teacher's guide giving an overview, key 
work list, and suggestions for classroom procedures. The lessons, primarily 
in English, contain a list of objectives, a list of key words with Lao 
translations and context sentences, text on the topic, phrases to be used for 
discussion, and exercises. Lesson topics include: the job search (help-wanted 
ads and signs, employment agencies, networking through friends and family, 
writing letters, using the telephone) ; Using the want-ads; filling out a job 
application; writing business letters (application, cover, inquiry, 
thank-you) ; writing a resume; the job interview; Social Security and the W-4 
form; reading the W-2 statement; reading a paycheck; and using and 
reconciling checking accounts. An answer key and bilingual English-Lao 
glossary are appended. (MSE) (Adjunct ERIC Clearinghouse on Literacy 
Education) 
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This updated version of the original book entitled "10 Lessons of Pre-Employment 
Skills for ESL Students" is the result of the input and suggestions of its users, 
teachers and students alike. These users feel that the book would be more useful if 
each bilingual English-Laotian entry listed under Key Words and Their Laotian 
Translations in each lesson is reinforced by a complete sentence showing how this 
entry can be used in a meaningful and relevant context. 

i 
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The original book was conceived out of the necessity and demand to provide 
limited English proficient (LEP) adults with instructional material especially 
designed to help them become economically self-sufficient. It was published in 
1993 under a grant of the Bureau of Adult Basic and Literary Education of the 
Pennsylvania Department of Education. 
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During his involvement as a teacher, teacher trainer and program director of ESL 
instruction for refugee and immigrant adults from all over the world and for 12 years, 
the author of this book was repeatedly asked to provide instructional materials to 
specifically teach pre-employment skills to LEP students who are interested in looking 
for a job to support themselves and/or their families. 

Qttn6*i33i*iuiioifuiy333£f233i2*i^30s33u > fis03iUQttnotnij*uic.ju3i*iu 
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The majority of LEP adult students come from countries where most of the pre- 
employment skills needed in the United States, are unheard of, such as writing a 
resume, how to conduct a job interview, how to request a job interview, etc. In fact 
many English words related to pre-employment skills and/or lifeskills topics such 
as "resumes," cover letter, want-ad, bank statement, check register, etc., have no 
equivalents in their languages. 
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The English-as-a-second language (ESL) learner is, generally speaking, a newly 
arrived immigrant or refugee who does not have the necessary marketable skills, 
and who usually finds it diffficult to get even a manual or entry-level job largely 
because of the language barrier. 

1 \J 1 \J 

c$w|]ooj *13*133/101 tfow *i 3 *i^ 333 uoo, 10*11 w*iW, #13*110930*1390^0103 

1 \j 1 

?§9OJ0o wo onitfoagn *ion3*io,ii3*wwn*io£/rmtntfo non o0go*i nu ouri 

i \j 

1 3 *i 30 ooSqi 3 *iofln wo\ dos ooj *13*100*1 oi 5 *i. 

If these new Americans want to compete successfully in the job market in their 
adoptive country and become proud and contributing members of American society, 
they must be taught pre-employment skills. For them, the learning of these skills 
requires not only the mastery of these pre-employment skills but also their related 
vocabularies and concepts. 
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Although some ESL textbooks do cover this subject, the materials presented in these 
books are, by and large, fragmented, unstructured and not in depth. They contain 
limited or inadequate materials in terms of the number of pre-employment skills 
related topics. Furthermore, the format in which such lessons are presented are not 
pedagogically sound. Missing are reinforcement and practice drills, cultural 
explanations, and especially bilingual glossaries. All these tools are necessary and help 
facilitate the learning process for the ESL learner as well as improve his/her retention 
As such , the materials currently available are either inadequately designed to meet the 
special needs of the ESL learner, or have only limited educational effectiveness. 
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An extensive review of commercial and non-commercial materials /texbooks and a search 
through Advance of the Pennsylvania Department of Education and the database of the 
National Clearinghouse for Bilingual Education revealed limited resources and materials 
designed specifically to teach pre-employment skills to the ESL learner. This book is a 
humble effort to supplement the wealth of ESL instructional materials already abundant 
commercially and non-commercially. It was compiled to teach pre-employment skills 
and concepts as well as pre-employment related vocabularies and phrases. 

3 i 9 uvi?j?nou 9 yn 9 u 9 u 0 cu 99293 ?js 3 (n^i 9 nru§u/n 939 |juu 3 tn 9 u^ 9 nfiu 

1 j \j 

U93ri9o?nSj9293WUunin39^rii ijio9i^uat2 jijij£)ijt\9ij2 3311933119 ij 
m^33l§9293muin39393W939JsJ1C)99n < ^U2fiUtfn3'59flCHl3t9 Jn9U 



iii 



o 

ERIC 



9 



99nuyy§ji?j < ii§j9ufi0 < iiu^ < uj < iuri9un < iu9 < i3uriw3juw < i3 f i33fi(nii/uw f i3 f i 
§j 9 3 . n o *i ju w u *i u *i ju 9 u 9 9 u ij 9 ju 3 9 3a wn i ^ju5)S3 18 ju 3 tl n 3 in w na n 3 3 fi cu i3 u 

i 

wn3ns33^?fi§juuijJT3JUTrijuTU^nuOs3a$i9rim§iJ.ji?:iJ3g*J3gjiJi£)9si9iJ 

i 

00 < iiU^ < iu < iuri9umu^ < i3iiQifi0 < iJUfi(nQ0JUW3fn3yuQitrtun«iJTj0333rfy 

i 

onihfimu. 



For the past 5 years, the ESL staff of the Indochinese- American Council (IAC), a 
community-based non-profit organization in Philadelphia, Pennsylvania, has 
successfully taught pre-employment skills, using various ESL techniques and 
fragmented, teacher-made materials, to hundreds of intermediate level ESL learners. 
The majority of them are Asian /Indochinese immigrants or refugees who receive 
public assistance. At the time of the writing of this book, the IAC was serving a small 
number of Spanish speaking immigrants from South America and also a good number 
of refugees from Haiti. The IAC's ESL students have repeatedly asked the IAC staff to 
teach pre-employment skills. This special ESL interest has, understandably, arisen 
from the desperate needs of the ESL learner not only to acquire "survival" and/or 
"functional" ESL skills but also to obtain pre-employment skills in order to gain 
employment and get off public assistance. However, no structured and/or 
pedagogically sound curriculum as such had ever been developed to meet the special 
needs of this learner. 
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This book was developed, using the Across-the-Cuniculum Approach, and the 
English language is intentionally simplified wherever possible and written at the 
intermediate or higher ESL level. The Across-the-Curriculum Approach promotes 
the use of non-ESL or content materials such as history, biology, social sciences, etc. 
to teach ESL. In our endeavor, textbooks and/or materials on pre-employment 
skills were adapted to teach both pre-employement/ survival skills and ESL. 
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The end product was field-tested by the ESL instructional staff at the Indochinese- 
American Community Service Center in Philadelphia where ESL instruction at 
different levels is offered to hundreds of LEP adults every year. Two workshops on 
the development and use of the product were conducted for the benefit of the IAC 
staff, ESL instructors, volunteers and program directors in the City of Philadelphia. 

^unsu^nysssGjSciwQUJLiiiDiniiDioci-S^nciobwiiDisnii^inwngnssficuifii 



• i \j 

w c igj33^i?niiob3ii3i c i3^ c l^3iin§ii-3ajus3i c i c lii?DQ c uiciiii?ij)ti3ii^3i c iii§in 

i i j i 

s s 31 °l ?n °l u q t cf y ci n 3 3 u ri if 3 i ii cj °l ^ i S n w n gn 5 3 ji cu fi 3 3 31 n 3 3 if y ^ s em ci 

i u i 

Qt5j.'SiGj5cigJ33Uyi3\cim313tJ81IUQS31 c lll C l^Ci5QC«3 5ci\ciQ c ll2ll31 c llllW3Ci5Q 



Jt^eicissswiiiisniisiinSii-stiJUsiin^fisgJsiiwngnsgricuifiiwngngjss^sngn 
gj £f 3 i u a $ v\ o on 3 «i w u u 31 31 «i u °l u i S 9 3 £} a <i u ci u 1 . 



The book consists of: 
gj A) CU 5 JU 3 ds 31 3 U Q 9 b : 



1) 10 ready-made and structured lessons that can be used as they are, or easily adapted 
for ESL students at the intermediate ESL level or for those with a fairly good command 
of the English language. Each lesson begins with the list of Objectives and the Key 
Words and Their Laotian Translations. To reinforce and evaluate the skills taught, each 
lesson contains three tests covering key vocabularies, expressions and concepts. The 
answer key to the tests can be found at the end of the book, just before the English- 
Laotian glossary. 
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fngnnuQOJU^3muuzJw t isi t iQ < io.i33iiju?nijrmQtFiupnoo c iJU^ c iu c iu 

u 

sisiyiriattf o|)utfu'Dsi^ <iJU333tiei3ti 3 <iei<i3U3<ieTiJ, oo<iju W3?n in emst 

nonju9nfin.rnn3uanEiU333S33?J3Tnflmtftu c lun3utfhu3333JUGr)3u 

pi e mzJstJ33fi(n-Q c io. 

2) In addition to the Laotian translations of key words and phrases/ expressions in each 
lesson, a cross-referenced Bilingual Glossary in English and Laotian can be found at 
the end of the book. The translations are context referenced. This serves as an excellent 
reference and learning tool for the ESL learner because bilingual dictionaries usually 
list all possible meanings for each entry. Therefore, for the ESL learner the search for 
relevant meanings can sometimes be quite cumbersome and confusing, if not 
frustrating. 

c lumui^juinju c lamuutfw f ignQ < io333fi < ignnuuQtJt\yn/no3JUjU3 

?njunu c liJunQt5G3jiJ,nnuiJt3Li f i c l?ni33fi t iu 

3<i03<i ju <io wu\a^yn3ym<iy 3333 jugi3ju 2. my uuu juij fnuy tin 

l U III 

c l?hi33.ri'nj^?j c l^3uSujuumimutin c l2f1i33t(lGi3GUGaG33jD3juan 

Q?jw|juw'isn33riGii/uw'isnsi33y3u6 f iot)U t iijfijugi33W < ignn < iJU^nn 

• 11 \j 

^3§GO'iJU?riJLneJ^3?njDG333unQa933.G3iJU,mu^3nfiu?mno < iJU 

?DjmeJtn^j0333333w|juw f ign33fiGiifuw f igngi333 t iGy3y < inuGtay 

1 \j 

aym<yo,rp2Jtnr\3&. 

3) The Teacher's Guide contains: 
flBntflJ'D: 

VI I 

Vi 
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a) the Text Overview describing what is covered in the lesson; 

€ u 9 o ju 3 9 i v «i 9 fi ygtfy tfy 3 $ 9 3 9 6 3 u ju u 9 iJ 3 u <h 9 3 11 3 3 H utf q |jij 

b) the Phrases for Discussion with a list of phrases that the teacher should take 
time to explain in order to help the learner understand the concepts in the lesson. 
These phrases are boldfaced in the lesson for easy recognition and are listed in 
the Bilingual English-Laotian Glossary; 

1 u 

fnannuuQttft^unnouSutnmfiti a 39323393193113*1/^911 

1 1 \j \j 1 

tnnsnou c i^ios) < itn?j?noui33^3y <: l?ri(^|jui§ < i c i'Di33is33 c iijy q 

\j 1 \j \j 1 

Sjy. 93 i 93 U 3 tift^ 9 m 533 ujuun 9 ? 3 juiriy 333 i£) 3 iiny\ 93393 Q 
Huy o|jyu 3 t 53 i/y 33393 c l 1193111/311333^33333119-339. 

c) step-by-step suggestions to teach pre-employment skills such as pre-reading; 
use of the bilingual glossary; use of simple language and vocabularies, and basic 
grammatical structures already acquired in meaningful examples; the use of 
synonyms and antonyms, prefixes and suffixes; oral and written practices of key 
vocabularies and concepts, etc. 

1 1 1 

n3imiitii3un3ty3ciri39ii)333U993u^3ii3uii3ii?niJ3inn3in^ii 
)13U33U C l^ri3Ul/3y 111391d333 C lj>td393U 3 193311 3383,113*91311 

'U I I 

\ 99 tn 3 u£)ur\ 3 U§ 3 \QJU 3 Hun 9 d 33993 UtnJU 39 

I 

993iU?rUJ39^1l£y9rfim3t93tnS993JU?mU39C13rfllS3JU,93mJU?nij3 
113*9309139 l/ 3 Hl{f 3 U 3 tl 13 u 0 l 1 SJllS 3393 gy 339 im 3 t 993 JU 
So,3U3. 

Despite the author's efforts to minimize mistakes and shortcomings, he believes that this 
book in its present form has plenty of room for improvement. It is hoped that the user of 
this book will kindly help improve this humble effort by sending suggestions and 
comments for future revision to the address listed at the end of this preface. 

\j \ 

UU93U11lJtlJ3JW9393JUlS'Q <: itni131Jt3QlJ3QU3tSlJ11tj33il3y53l2n3 C lQlin3JU 

I \J \J 

unis 3 i§ 3933 jyai 3 w 9 Hu 3 miyyiItfias 33 juu 3 ifi 33 un\sif 33 U 3 iiJU 39 . 

i j \j \j i 

919393 wH ^9 JUCU^JL) 3 n t^) 3 J 3 ^ 99 1111^99 93 JUU 9393 JU 3 U 33 U 1 J 3 JU 3 u 3 q 9 99 3 
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I I 

no < iJun^juuQtno < uui?n3Ji39muoQud’3 <: lu3iinliQift3?n£f <: liin3ii^ f iys33 

tnihtfni). 

All of the IAC’s multi-lingual, experienced, ESL instructional staff members were 
involved in the different phases of the making of the book: input, experience sharing, 
identification of key vocabularies and/or expressions, test writing, proofreading, 
editing and field testing, etc. Before their involvement in the project, they received 
extensive training in the form of a series of workshops conducted by the author, 
covering a variety of topics including the purpose and contents of the book, the 
characteristics of the targeted student population, test writing, the Across-the- 
Curriculum Approach, and various ESL teaching techniques. The staffs involvement 
was an educational process beneficial to them in terms of professional growth and 
commitment and also beneficial to all those to whom they will teach ESL and pre- 
employment skills. Their involvement with the preparation of the book and knowledge 
of its underlined purposes will certainly help them succeed in their task. 

33JQ§3J-3tiJU§rn?ri < ieJW*i§ntn3tnjDQ > ^t§y^n < iu > wijn3 f iii3JU f i§nfis33iiw f i 

i j \j\j 

sn?3riQii/3JW c i§j c i§J33\QWOWiJ c liJU3n‘i33 c lijri < iiJ3 f i3?fjui3sii:ri f iiizf3iJ^t 

aymu^ojuriu > n c iu?3sQfnayuQtfio*iJU?nju*iy^3JUSju,?nou3 f iii,0‘DyuQt 

i 

§j3y5^ f mQt3U3.ri3uwoiju c luQ*iymins c i\n^muOn^3Jun c iJUuyy3nay 

i \j 

^?K33?rn3 f iua f u3u3 f iuQoyiJn dtwu,03U ^aoyainy^tfiosQOJUtinsfionjujus 
truu f iuuQtmufl'uQS33§ij|)Q > Qn§iuts33iif e i533^ < iuouwQijn|ju,mu?ny?nou 
$ 3183*1 Ji'5 f uiQtitnn2nmugi3uw e i3 e i53riQii/uw < i3 e i333?Ji c iy3uyy.mu 

i 

woifiJS33Wijri3 f iiJUJUiJuiJotn c i3WJD^t^UQri < iijl < i|jimriwonis f i c luminny 

^nri f iotniJ f iri f iU3 f i^y,swnjuQUQt(jQ^t < tyQuru2 < iw^tsi3uw e igi < i33fiQitfu 

i 

w f i§j f i§j33UQtoo f iJU^ f iiJ f iuj ! i3u?niJ f i^mu2?f3tnjDQ.muwo?!Ju233i§ e ifiymu 

i 

‘DQUt)3§jjuQUQt|ju^Qi)3?niu f iu233juu3 e iQ^oyi2 < iyuoc5Q c lutnij e itnmu 

23312*1. 

The author wishes to thank the following ESL instructors for their involvement and 
participation in different phases of this project: Nick Kleinerman, Le Quyen Vu, 
Samnang Keo, Hilary Appel, Samuel Moser, John Truong Nguyen and Piros Mar. 

The author also wishes to thank Todd Blumenfeld for his important contributions to 




the research and the writing of the lessons, and Mr. Michael Prakansa for his 
assistance in the Laotian translation. 

1 1 

931 Jt# 9 Jt§ 3239 H 9 flS 3399 i*i 3 *i 33 fioitf 99 j *13*13330311 W 3 ai 9 j *1*31*199)9 
tf 9 U 3 tS 990 H 9 U 3 ri*i 33 2333*1931*191): 931 93 *i 9 i 3 u 99 , 3131999, 3*1993 
urio^Uoa*!? i3uutfg,u$9^ei ^Jui^,9*iu?ns33i?n^jin0im3t?f^s 9*is. 
ij3iJtijuJt3323y c l9?n*i0 yQAHAfuzJjosiwntnnuswciHuanlfu^uiinu^sii 

i j i 

09U3t2j99O,U3t2n*19 9*19 91St293*lfl3*19339ud\il99J*13*13*19. 

Despite the efforts of all those involved the author alone is responsible for any 
mistakes or ommissions in the contents and publication of this book. 

U99*109*199*19*233WliJ9tf9tn39ljDotf3ldfctf9£i9<ygS9CJ0339 31*19£09J*10 

1 J 1 J 

U3t3a30 C l93 C lU31*lUfl'U3U3t3*lin0399l^iUl). 

Last, but not least, heartfelt thanks go to Ms. Cheryl L. Keenan, Director of the 
Bureau of Adult Basic and Literacy Education, Pennsylvania Department of 
Education, and her staff for their generous funding, support and encouragement. 

i i \J i 

C lu^l^9,Unyij39,09*lJUp3123?J <: l3£f*13l33l§3U3 1 l0*lU*13 U3§ 3. 0U99, 
9199111*1 2n33n *lU^r\*lUW C l91JU3t?3133U3*19,UmU 313313*1 91 31 *lU?rilWU3 
9'U^,U3fc9J9313'19233l2*13l9n*3133*fi9399 C l01j, 09*19^99199113*31 *1933 

Without the involvement, encouragement and support of all those mentioned above, 
this book could not have come together the way it has, and it simply would not 
exist. Thanks! 

i j i j 

93313*1 31 31 *19 W9W9, 09*1933^3113*31 *19309199233 W9J *109)32*131*039.390 

\J \J 1 1 1 \j 

l3929 3'10S99tf9 C l991*13wjiJ9M,U3t9 3*19ltf9^*13391Cyg.239 C l3! 

Vuong G. Thuy, Ph.D. 

Executive Director 
Indochinese- American Council 
4934-4936 Old York Road 
Philadelphia, PA 19141 
(215) 457-6666 Fax (215) 457-1770 
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Teachers Guide 



LESSON 1 

THE JOB SEARCH 



I. Text Overview 

The major goal of this first lesson is to familiarize the students with the "job search 
process" and the ways they can begin such a job search. Students will be encouraged 
to formulate their own plan to find a job, utilizing the skills and knowledge which 
they will acquire in this lesson. 

In order to develop "job leads," the teacher should teach the students how to use 
newspaper "want-ads," in both the larger daily newspapers, as well as the smaller 
community oriented papers. The process by which students can ask their teachers, 
counselors, friends and family members for assistance will also be discussed. 

Additional resources such as private employment agencies and government job 
centers will be identified, along with discussions which will serve to describe the 
particular functions of each. 

Developing "job leads" through the preparation and use of inquiry letters and the 
telephone will be covered, as well as recognizing "help-wanted" signs in store 
windows, and the skills and strategies necessary to respond to such signs. 

II. Keywords and/or Phrases for Discussion 

Abbreviation is a short form of a word or words. For 
example: Mr. for "Mister," Dr. for "Doctor," MD for 
"Medical Doctor," etc 

To ask for (a job, admission to a school, etc.) 

An office or company that finds workers to fill job 
openings. 

What a person has done or achieved in his/her life. 

Center run by public employees to provide 
information on job opportunities. 

Information on a job opening and/or whom to see and 
where to go to apply for a job. 

Job available and needs to be filled. 
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Abbreviations 

Apply (to) 

Employment agency 

Experience 

Government job center 
Job lead 

Job opening 

O 
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Job search The process of looking for a job. 

Help Wanted An ad seeking people to fill job openings. 

Telephone directory/book A book listing telephone numbers and their 

subscribers. 

Yellow page telephone directory/book 

A telephone book with yellow pages listing business telephone numbers and 

their subscribers. Businesses are classified into different categories. 

Sometimes this directory is simply called the yellow pages. There is also a 

white page telephone directory/book which lists personal telephone 

numbers and their subscribers. Names of subscribers are alphabetized. 

III. Teaching Suggestions 

The following are suggested steps to teach each lesson; but, of course, the teacher 

should use whatever techniques he /she feels comfortable with: 

1. first, the student should be given enough time to skim over the whole 
lesson in order to have some idea of the contents of the lesson; 

2. using simple language, summarize the main theme(s) of the lesson as 
well as its objectives; 

3. encourage the student to study the Key Words and Their Laotian 
Translations; 

4. teach the lesson using different techniques such as the use of antonyms, 
prefixes and suffixes, oral and written practices of key vocabularies 

and concepts, information questions with "what," "who," "why," "when," 
"how," etc. Furthermore, capitalize on the vocabularies already learned, 
grammatical structures and concepts when teaching new vocabularies and 
concepts in a meaningful context, using examples or sentences to make a 
point or explain the lesson; 

5. review what has just been taught; 

6. go over the Phrases for Discussion; 

7. administer tests and give feedback as soon as possible; 

8. praise the student for his/her effort to learn. 



O 
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LESSON 1 



THE JOB SEARCH 



I. Objectives: 

In this lesson you will learn how to look for a job, and how to begin a 
personal "job search" plan. You will learn: 

1. How to look in the "help-wanted" section of the newspaper; 

2. How private employment agencies or government job centers can help; 

3. How to find "help wanted" signs in stores; 

4. How to ask friends, family members, teachers and counselors about jobs; 

5. How to find jobs by writing letters and using the telephone. 



II. Key Words and Their Laotian Translations 

Abbreviation 2]Utn| 

RN is the abbreviation of "registered nurse". 

Ad (advertisement) \ fl 3 D *) 

Paul answered the ad i n the newspaper. 

The company placed an advertisement in the yellow pages. 

Agency nOUtflll 

The United Way is a non-profit a gency . 

Application °ltJ fi *1 ^3 3 S 1 2 *11 jfci 3*1 U 

The restaurant manager asked me to fill out an a pplication for the job. 

Approach (to) 

As the car approached the intersection of Broad and Spring Garden streets, it 
slowed down. 

Available im\o 

Let me know when you are available to start work. 

Charge (to) ^00*1 

The bank charg ed $5.00 for cashing my check. 

Compile (to) OOUOOAJ 

The teacher compiled a list of all her students for her record. 




1-3 



18 



Contact (to) (HClri 

The employment agency said they would contact me tomorrow. 

Earn (to) '\ciJ>tJ 

As a cleaning woman, she earns $8.50 an hour . 



Employment 31*1113*13 

You can look for possible employment in the want ads in the newspaper. 
Experience 

Some jobs require that you have previous experience . 



Fee 



fntrnjjjiu 

They charge a fee for their services. 



Fill out (to) SjU^USiun 

When you apply for a job, there are usually many forms to fill out . 



Government SV\tJ*llJ 

The government employs thousands of people. 

Hiring (to) 31*1^33*13 

The new store is hiring new cashiers. 

Impress (to) n33°l3 

Dressing nicely will impress the job interviewer. 



Information Q*lUQt^jCl 

Make sure all the information on your application is correct. 

Inquiry (to) Sj315>33 

You should inquire about the scholarships to study abroad. 

Inquiry 8?J8QU 

Nobody answered my inquiry about the job. 

Interest §Jll c l‘D 

Do you have any interest in being an accountant? 

Misunderstand (to) IS *1 3 (S 0 

The instructions are simple so that nobody will misunderstand them. 

i 

Neighborhood filJW3*iau^*13tJ*llJ 

Many different people live in our neighborhood . 

Notice (to) ll^3 c ltJ1^*iy 

She noticed the advertisement in the circular. 



Plan (to) 0 * 13 llOJll 

Do you plan to go to college someday? 

Private 1331§U, gJOUCIO 

Employees have their own private entrance to the building. 



O 
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Process 'iJllJTJ 

The hiring process will begin tomorrow. 

Represent (to) l 

The tall salesman represents U.S. Healthcare. 



Require (to) 



You are required to wear a tie and jacket to a job interview. 
Serve (to) 

The waitress will serve us our dinner. 



Service OsmiJ 

The service representative should be able to help you with your problems. 

Sign thu 

You cannot miss the company sign on the building. 

Skill ftD 

Some jobs require that you have a specific skill . 

Source tnju*i cmtrm 

The newspaper is a good source of information. 

Specialize (to) £h3Q<3Q 

If you want to be an expert in your field, you should specialize . 

Valuable 55fn 

Diamonds are considered valuable . 



III. The Job Search 

Almost everyone has to look for a job at some time in his/her life. Looking 
for a job is not always easy, and many people say that looking for a job is really a job 
itself. But if you take time to plan your "job search," and think about all of the 
different ways to find "job leads," your search will be a lot easier. Some of the more 
common approaches to finding jobs are described below. 

A. "HELP-WANTED" ADS 

The first and maybe the easiest place to start your job search is the 'help-wanted" 
ads in the newspaper. As you read through the want-ads, you will be able to find out a 
great deal about the jobs that are available in your city or town, what types of skills are 
required, and how much you will earn if you work in a particular job. 

Want-ads are often written with a lot of abbreviations. It is important that 
you understand what these abbreviations of the complete words mean. You will 
find a list of abbreviations at the end of Lesson 2: "How to Use the Want-Ads to Find 
a Job," on page 2-12. 
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B. PRIVATE EMPLOYMENT AGENCIES AND GOVERNMENT JOB CENTERS 

You should understand that not all want-ads represent a job lead, and that 
some want-ads are placed by private employment agencies which will ask you to pay 
a fee before they will even talk to you. 

Speaking to someone at a private employment agency is another good way to 
find a job. In fact, as you read the want-ads you may notice that the ads placed by 
private employment agencies can sometimes be misunderstood. These agencies 
specialize in finding jobs for people, and they charge a fee for their service. 

Sometimes the company that does the hiring pays the fee to the employment 
agency, and sometimes the person looking for the job has to pay the fee. Therefore, 
it is very important to find out if you must pay the fee before you spend a lot of time 
with an agency. 

Government job centers are very similar to private employment agencies. 

These centers also specialize in finding jobs, but usually there is no charge for their 
service. 

C. "HELP-WANTED" SIGNS 

Many times, when a company or store has a job opening, it puts a help- 
wanted sign in its window or outside its building, instead of paying an agency or 
placing an ad in the newspaper. 

As you walk down the street or drive through the city or your neighborhood, 
look to see if there are any "help wanted" signs. If you see a sign, you can walk in 
and inquire about the job opening, or you can write down the phone number and 
call the company as soon as possible because the job opening could be filled by the 
time you call. 

D. FRIENDS, FAMILY MEMBERS, TEACHERS AND COUNSELORS 

Very often your friends and family can be your best sources for job leads. Ask 
them if there are job openings where they work, or if they have friends who may 
know of any job openings. Also, your teachers and counselors can be a valuable 
source of information about job openings. 

As you ask these people, write down the names, addresses, and phone 
numbers of the companies or stores where they work. It is often helpful to use "Job 
Lead Cards" to write down this information. Samples of "Job Lead Cards" are 
provided at the end of this lesson. 

Even if there are no job openings at the present time, it may be helpful to contact 
these companies anyway. You never know when a job may become available. 

E. WRITING LETTERS AND USING THE TELEPHONE 

As you begin to compile a list of the various companies in your city or town, 
you may find it helpful to telephone some of these companies or write letters to 
them. Although there may not be any jobs available at the time, you should tell the 
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company a little about yourself and that you are available. You may find that if a 
company is impressed with your interest in it, the company may invite you to fill 
out an application. 

This will also serve as a good learning experience for you. The more 
companies you contact, the more confident and comfortable you will become with 
the job search process. 

And, of course, there are other ways to look for a job successfully, such as the 
use of the yellow page telephone directory. Use any approach that you feel 
comfortable with. 



IV. Phrases for Discussion 



Employment agency 
Government job center 
Help Wanted 
Job lead 
Job opening 
Job search 
Telephone directory 
Yellow page telephone 



n o 1 1 *n u trn 3 *1 u m tn*i 

3Dn*i33*iu$r\*j*iD 

&!3im3*iu?n*i 

i*i 3 *iu 

i2foi3*if5ii3*iu 

33n?n*i3*iu?n*i 

i v/ 



V. Tests 

1. Circle the best answer. 

Example: 

For most people, looking for the right job : 

a. is not always easy, (best answer) 

b. is not difficult. 

c. does not need preparation. 

d. can be fun. 

1.1. You can use private employment agencies to find work. You can also use 
"help- wanted" ads or signs. These are some of the more common: 

a. experiences. 

b. approaches 

c. interests. 

d. skills 



1.2. To look for employment, it is helpful to compile: 

a. the names of your friends. 

b. a list of companies in your city or town. 

c. a list of service fees. 

d. a list of your interests. 

1.3. You must carefully read any you are required to sign. 

a. information. 

b. documents 

c. abbreviations 

d. fee. 

1.4. If a company is impressed with you, it may: 

a. help you in your job search. 

b. ask you to fill out a job application. 

c. require you to pay for the cost of the "help-wanted" ad. 

d. ask you to wait for new job openings. 

1.5. In your job search, teachers and counselors: 

a. can be a valuable source of information about job openings. 

b. can give you a job. 

c. are die only source of information about job openings. 

d. can ask the employer to give you a job. 

2. Fill in each of the blanks with the best word or phrase below: 



application 

charge 

employment agencies 

sign 

hiring 



interest 
contract 
job leads 
telephone book 
contact 



neighborhood 
experience 
job leads 
source 

telephone directory 



Example: 

The employer usually requires the job applicant to fill out a job 
. (Application) 



2.1. If a company is considering someone, it will ask this person to 

fill out a job application. 

2.2. Some private employment agencies a fee to job applicants 

for their service. 



2.3. Be careful if the employment agency asks you to a document 

or a . 
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2.4. If you work for 4 years , then you have 4 years of work _ 

2.5. advertise job openings in the newspaper. 

2.6. If the company is interested in you, it will you. 



2.7. If you show 
application. 



in a company, it may invite you to fill out an 



2.8. If a store puts a help-wanted sign in its window, then it is 



2.9. Newspapers are not the best 
and family are. 

2.10. Check the stores in your 



for 



. Your friends 



to see if they are hiring. 



3. Fill in each of the blanks on the left column with the best answer on the right 
column. 



3.1. abbreviation 

3.2. available 

3.3. contact 

3.4. impress 

3.5. earn 

3.6. "help-wanted" 

3.7. inquiry 

3.8. employment agency 

3.9. job opening 

3.10. process 



a. Mgt., Hr., Mon., are examples of . 

b. to reach, to get in touch with. 

c. steps in doing something. 

d. to give a good impression. 

e. job available and needs to be filled. 

f. to make money. 

g. an ad seeking people to fill job openings. 

h. seeking information. 

i. ready for use, ready for work. 

j. a company that looks for workers to fill job 
openings. 
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LESSON 2 

HOW TO USE THE WANT - ADS TO FIND A JOB 



I. Text Overview 

In this lesson, students will examine newspaper want-ads in greater detail. 

Actual newspapers will be used. Students will learn how to locate the want- 
ads by using the newspaper index, and be able to identify the want-ads under the 
various titles such as "classified," "want-ads" or "help-wanted ads." They will also 
learn the abbreviations commonly used in want-ads. 

Students will learn how to read the want-ads and evaluate a particular 
advertisement in terms of : 1. the job offered; 2. the skills required; 3. the hours of 
employment; 4. the rate of pay and benefits; and 5. the manner and time-frame in 
which the applicant must respond. 

In addition, students will learn how to recognize ads which require payment 
of fees or other costs and which frequently do not really offer employment. 



II. Key Words and/or Phrases for Discussion 



Advertisement 

"Classified" section 
Daily basis 
Employment agency 
In person 
Job available 
Job opening 
Skill 

Training course 



Public notice or annoocement in the press, on TV or 
radio, etc. 

A section of the newspaper listing classified ads 
Every day 

An agency that provides employment service 

face-to-face, physically present 

There is a job to be filled 

Job available and ready to be filled. 

Ability to use one's knowledge; dexterity 
Program of training for a particular job 



III. Teaching Suggestions 

The following are suggested steps to teach each lesson, but of course the teacher 
should use whatever techniques he/she feels comfortable with: 
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1. first, the student should be given enough time to skim over the whole 
lesson in order to have some idea of the contents of the lesson; 

2. using simple language, summarize the main theme(s) of the 
the lesson as well as its objectives; 

3. encourage the student to study the Key Words and Their Laotian 
Translations; 

4. teach the lesson using different techniques such as the use of synonyms, 
antonyms, prefixes and suffixes; oral and written practices of key vocabularies 
and concepts; information questions with "what," "who," "why," "when," 
"how," etc. Furthermore, capitalize on the already learned vocabularies, 
grammatical structures and concepts in teaching new vocabularies and 
concepts in meaningful contexts, using examples or sentences to make 

the point or explain the lesson; 

5. review what has just been taught; 

6. go over the Phrases for Discussion; 

7. administer tests and give feedback as soon as possible; 

8. praise the student for his/her effort to learn. 
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LESSON 2 



HOW TO USE THE WANT - ADS TO FIND A JOB 

I. Objectives: 

In this lesson you will use actual newspapers and learn how to: 

1. locate the "want-ads" in the proper section of the newspaper; 

2. learn common abbreviations and the different titles used to identify 
want-ads, such as classified and help-wanted ads; 

3. learn how to read and understand what job is being offered and its 
requirements in terms of education, skills, hours, etc.; 

4. respond to a want-ad; 

5. respond to the want-ads although they do not offer immediate 
employment. 

II. Keywords and Their Laotian Translations 

Abbreviation SjUUlU 

The abbreviation for the United States of America is U. S. A. 

Advertise (to) 

Many businesses advertise in the Yellow pages. 

Advertisement/ad miAflgJin 
See lesson #1 
Announce (to) 

The telephone company announced that it has many job openings. 
Available tm'lO 

See lesson #1 

Avoid (to) tnSmou 

It's best to avoid jobs that do not pay minimum wage. 



Basis 



$urpu 

They will hire you on the basis of your experience. 

Case riSfcS 

Each case is treated individually. 

Certain llll^t) 

I am certain that you will get the job. 

Classified STllUriSSn 

The classified section of the newspaper lists available jobs. 

Company 0SS3C1 

A big company has many employees. 

Contain (to) £fW'Dl§*l 

The telephone directory contains many telephone numbers. 

Costly s'ifnuwg 

Health care is costly . 

Course 0^*1 

You may want to take a course in English to improve your language skills. 
Depend upon (to) §3n'lIU 

Your manager depends upon you to complete the project in time. 

Describe (to) tfuSttmJSSn 

Matt described all the things he does each day at work. 

Education muinsn 

A good education is required if you want a good job. 

Expense 

Some jobs require that you purchase uniforms at you own expense. 

Fee fntrnyjAJ 

The registration fee i s quite reasonable. 

Find out (to) flUfcjy 



Glen called to find out w hen he could start his new job. 



Foundation 



$urpu 

Good skills are an important foundation for employment. 

i 

Happen (to) IJ1CUS33 

If you happen to pass by the store, please pick up some milk. 

Helpful 

A job counselor can be very helpful when you don't know where to find work. 
Interest SJU 0 ^ 

See lesson #1 

i 

List (to) 

The phone book lists the numbers of telephone subscribers. 

Locate (to) 

A job center can help you locate a job. 

Look for (to) 333101*1 

He wants to look for a two-bedroom apartment. 

Notice (to) 

See lesson #1 
Offer (to) 

If the job offers a good salary, take it. 

Opportunity *1331*10 

There are many employment o pportunities which are not advertised. 
Particular CllJLlCflllltn 

It is best for you to find a job which uses your particular skills. 

Popular S0JLI 

Engineering is a popular career these days. 

President dttfl*lU 

The President of the United States is Clinton. 

Profit W3 N IQ 

A company is in business to make a profit . 
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Provide (to) 'DCUl'D3 S tO C l?Jl 

Most jobs provide h ealth care and other benefits. 

Reader W33U 

A good secretary must be a good reader and speller. 

Represent (to) itfunoiltflU^tn 

See lesson #1 

Require (to) Sjn^SS^tn 

See lesson #1 

Requirement fl0*lJUSjJ1J>33 

The requirements for the job are listed in the job description. 

Respond (to) C13USJD33 

Laura responded t o the ad immediately, and as a result she got the job. 
Response E193JU£>tltiJC133tJ 

Forty people sent in a response to the ad. 

Section iCfuiSCuCfunSU 

The classified section of the newspaper lists many different jobs. 

Situation tfuenmci 

The situation in his country seems to be getting worse. 

Skill QD 

See lesson #1 

Training (9J13USJU 

There are many schools that offer job training . 

Tricky U103J1 

He is quite tricky because he does not always tell the truth. 

Unpleasant Odtc33 

I do not want to go through his experience because it is quite unpleasant . 

III. Reading Want - Ads 

To look for a job, you should begin your "job search" with the newspaper 
want-ads. Ad is the shortened form of the word "advertisement." 



Want-ads are found in almost every newspaper. In most cases, want-ads will 
be found in the "Classified” Section of the newspaper. 

For a company with a job opening, want-ads are very popular because with 
little time and expense, it can announce to many people that there is a job available 
in the company. The company can also say in its ad exactly what type of job it is 
offering; what skills or education is required; and how much it will pay. 

For a person looking for a job, the want-ads are also very helpful. An ad 
sometimes tells the reader where the company is located, how to respond to the ad 
in person, by telephone, or by letter, and the date when the response must be made. 

Because the company pays for the ad based on the number of lines it contains, 
and because the company wants to provide so much information, want-ads are 
written with a lot of shortened words called abbreviations; for example, pt (part- 
time), empl. (employment), etc. Therefore, it is very important that you learn and 
understand the meanings of these abbreviations in order to fully understand what 
the company is trying to tell you in its ad. A list of common abbreviations will be 
provided at the end of this lesson. 

As you begin to read the want-ads, you will notice that some of the want-ads 
are different, and do not give information about one particular job. 

Sometimes want-ads provide the reader with information about a certain 
private employment agency. This is just one way these agencies advertise their 
services. 

However, sometimes certain ads describe a lot of job openings, but you are 
asked to call a phone number in another state or write for more information. 

Depending upon what your interests are, or where you want to work, these 
ads can be very helpful. But these ads can also be very tricky. If you call a telephone 
number listed in an ad, and the person who answers your call asks you to send a 
certain amount of money known as a fee, then be careful. Also, you might call a 
number, and they tell you that they will hire you, but first you must pay for a special 
training course. Again, be very careful. 

If you are interested in the above services, it is a good idea to ask a friend or a 
family member about the above situation before you do anything else. Sometimes 
the ad may describe a good opportunity for employment. Unfortunately, in most 
cases, you will spend a lot of money and find out that it is not exactly what the ad 
describes. 

The best way to avoid these unpleasant and costly situations, and get the most 
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out of the want-ads, is to read the want-ads on a daily basis, and to be sure to learn 
what all of the abbreviations represent. 



The following are some examples of newspaper want-ads: 




Duties include both administrative 
Vnd secretarial. Must possess ex- 
Client interpersonal , typmy 
(S0 + WPM>, computer/PC 
(WordPerfect, Lotus mimmurn 
requirement), organizational, .and 
communication skills. Mu^l have 
initiative, ability to work 
denlly. At least 3 vrs. sec/admm 

Com pe M W e * and d co m p re he nsi vc 
benefits package. Salary based on 

experience and performance 
Qualified applicants should sobrml 
resume with salary requirements 

! ° Personnel Director 

THE REPORTER 

307 Derstine Avenue 
Lansdale, PA 1^6 
NO PHONE CALLS PLEASE 
An Equal Opportunity Employer 
We recognize and appreciate the 
benefits of diversity in the work- 
place People who share this belief 
or reflecl a diverse background 
are encouraged to apply. 



CLE PERS0NNEL ASSISTANT 

StSSmSIS 

Ft. Washington, PA l903j 



ASSISTANT CONTROLLER: Need 
MBA in Finance, 1 yr exp ► w» ABS, 
Quicken 6, WordPerfect 5.1, DEP 
4, Label Master, Lotus & Norton 
Util, 1 yr exp as Asst Controller 
resp for financial statements, 
budgets, repts, tax returns, etc. 
S28,500/vr. 40 hrs/wk. Send re- 
sume to PA Job Center at 1200 
New Rogers Rd, Bristol, PA 
19007. Job Order No. 4540592. 



ASSISTANT MANAGER 

Large, fast-paced, multWamily 
property seeks highly motivated, 
goats-oriented individual. Position 
requires 2 yrs. on-site exp 
w/computer training in Rent kou 
and AP/AR. Send resumes imme- 
diately to: . ■ A 

PN! 3450, PO 13010 Pmla PA 19101 



MEDICAL OFFICE ASST, P./T, 
Jenkintown med'l practice 
w/mulliPle toe's needs person to 
perform appls scheduling 8. front 
desk responsibilities. 1 yr medical 
office exp nec & some computer 
exp desirable. Must be energetic 
& enjoy assisting people. This is a 
25-30 hr/week position. P/T bene- 
fits ind partial health Ins, Profit 
sharing plan & paid vacation. Call 
275-9340, exM05.Tues-Fri. 



COOKS FT/PT wanted. Exp d. 
req'd. Apply in person at Premier 
Pizza 297 E. County Line Rd., 
Warminster or call 674-8815 

COOK - Short Order. Gd starting 
salary, benefits & advancement 
poss. Exp. nec. Apply in person: 
Dining Car 8826 Frankford Ave. 

BOOKKEEPER sm. . N.E. Mtg^ 
chemical co. is seeking indiv. to 
work in a -diverse, exating,ana 
challenging environment. Suc- 
cessful candidate should have 
strong acctg.& computer abilities. 
F/benefils & competitive sal. Re- 
sume Io:po box 8936 ,Phila,Pa 
19135. - 



noiVER F/T& P /T- 

tamedorenings (or lull llnwdffi- 
prs w/own car, van or pick uo. f 
Earnings of S 700 -S 1000 per week 
Pari time positions a so ava l tqr 
days, nites, weekends. Apply in 
person at 100 Naamans Rd- Unit 
2-B, Clavmont, Delaware 19703 _ 



dishwasher. 

F/T prof'l person needed 
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IV. Phrases for Discussion 



"Classified" section 




Daily basis 


tnss*Jt9*i3u 

1 


Employment agency 


fioutnutn * 13 * 111 °! 


Help Wanted 


&jsjjun3*iutn*i 


Immediate employment 


3*1UC19U 


In person 


fiobnoi33 


Job available 


i i 

3 *iuo*i 3 tnO 0 fiutn*i 


Job opening 


i£fcii3*i£iu3*iii 


Job requirement 


i i 

?n ii *i ^ ju stj tn ju *i 9 °l tn 


Training course 


33*iMn 


V. Tests 




1. Circle the best answer. 





Example: 

In most cases, want-ads can be found: 

a. at school. 

b. in the "classified" section of the newspaper. (Best answer) 

c. at the post office. 

d. in a restaurant. 

1.1. A want-ad announces that jobs are . 

a. classified 

b. available 

c. private 

d. advertised 

1.2. You must be careful when an employment agency: 

a. asks you to send a certain amount of money for its service. 

b. does not list any particular job. 

c. advertises many different jobs. 

d. tells you to contact them. 
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1.3. Reading the want-ads daily and understanding the abbreviations will 
help you: 

a. respond to the want-ads quickly. 

b. become a good employee, 

c discover tricky situations. 

d. examine the company you want to work for. 

1.4. Want-ads can tell you: 

a. how much the employer paid for the ad. 

b. how to understand your skills and education better. 

c. what the abbreviations mean. 

d. none of the above. 

1.5. A want-ad lists: 

a. the requirements for the job. 

b. the training course you will have to pay for. 

c. the cost of the ads. 

d. the name of the president of the company. 

1.6. Private employment agencies: 

a. advertise their job openings. 

b. are in business for themselves, and charge a fee for their service, 
c will train you for the jobs they advertise. 

d. will decide to give you a job. 

1.7. Want-ads can be found: 

a. in the "Classified" Section of the newspaper. 

b. on the front page of the newspaper. 

c. anywhere in the newspaper. 

d. nowhere in the newspaper. 

1.8. In its ad, the company can indicate: 

a. that there is a job available. 

b. what kind of job it is offering. 

c. what the requirements are. 

d. all of the above. 

1.9. The companies that offer jobs: 

a. require that you pay for their want-ads. 
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b. usually indicate what skills or education is required. 

c. give job interviews to all applicants. 

d. all of the above. 

1.10. Abbreviations in want-ads are necessary because: 

a. the company that places the ad wants to save you money. 

b. the abbreviations are required by the newspaper. 

c. the company that places the ad wants you to learn these 
abbreviations before it hires you. 

d. none of the above. 

2. Fill in each of the blanks on the left column with the best answer on the right 
column. 



1. advertise 

2. basis 

3. reader 

4. to respond 

5. particular 

6. fee 

7. situation 

8. information 

9. company 

10. to depend on 



a. specific, not general 

b. doing business to make profits 

c. charge for professional service 

d. to call public attention to 

e. cannot happen without 

f . to answer 

g. foundation 

h. news or knowledge 

i. a person who reads 

j. condition or state of affairs 



3. Fill in each blank with the best word or phrase below. 



job openings 
announce 
look for 
requirements 

Example: 



daily basis 
classified 
training course 
represent 



The newspaper want-ads usually advertise 



expense 

interest 

opportunities 

services 



.. (job openings) 



3.1. 

3.2. 

3.3. 

3.4. 

3.5. 

3.6. 



The want-ads advertise . 

The best place to jobs is the section of the 

newspaper. 

The company pays for the of the ads. 

The want-ad usually indicates the for the advertised job. 

By using the newspaper ads, the company can to many 

people that there is a job opening. 

To look for a job, you should read the classified section of the 
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newspaper on a . 

3.7. Sometimes you have to pay for the of a private 

employment agency. 

3.8. It is important for you to learn what the abbreviations . 

3.9. Employers announce employment in help-wanted ads. 

3.10. If you do not have the required skills, the employer may ask you to 

take a before you can be employed. 

LIST OF COMMON ABBREVIATIONS 



& 


and 


A.M. /AM 


morning 


aft 


after 


apt. 


appointment 


bet 


between 


bgn. 


begin or beginning 


bldg. 


building 


bus. 


business 


elk. 


clerk 


CO. 


company 


cond. 


conditions 


const 


construction 


cty. 


city 


dept 


department 


elec. 


electric 


empl. 


employment 


empl. 


employee, employer 


eqpt 


equipment 


etc 


and so on 


eves. 


evenings 


exc. 


excellent 


exp. 


experience 


ext. or X 


extension 


ftr. 


future 


gd. 


good 


gen. 


general 


grad. 


graduate 


hqtrs. 


headquarters 


hr. 


hour 


hrly. 


hourly 


hvy. 


heavy 


incl. 


including 


ind. 


industrial 


j*- 


junior 



loc. 


located 


It 


light 


lv. 


leave 


mach. 


machine 


maint. 


maintenance 


manuf. 


manufacture 


manuf. 


manufacturer 


manuf. 


manufacturing 


mech. 


mechanic, machine 


mfet. 


manufacture 


mfr 


manufacturer 


mfr. 


manufacturing 


mfr. 


manufacture 


min. 


minimum 


mo. 


month 


nec 


necessary 


op. or oper. 


operator 


P.M./PM 


afternoon or evening 


pd. 


paid 


pt /p.t 


part-time 


refs. 


references 


req. 


requirement 


sal. 


salary 


secy. 


secretary 


sh. 


shorthand 


temp. 


temporary 


tmee. 


trainee 


typ. 


typing or typist 


w. 


with 


wk. 


week or work 


wkr. 


worker 


work. 


worker 


wpm. 


words per minute 


y*. 


year 
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Teacher's Guide 
LESSON 3 

FILLING OUT A JOB APPLICATION 



I. Text Overview 

In this lesson, students will examine the various job application forms 
generally used by companies for their prospective job applicants. 

Using actual application forms, the students will learn the meanings of the 
various words and phrases commonly found on applications, as well as the 
necessity of following the instructions on the forms. 

By working with a number of different formats, students will learn to 
recognize how different words, phrases and symbols may be used to request the 
same information. 

At the conclusion of the lesson, students will have acquired the skills and 
self-confidence necessary to properly complete a job application, in a number of 
different formats, and within a reasonable amount of time. 



II. Key Words and/or Phrases for Discussion 

Application Form used in making a request. 

Background The total experience, knowledge and education of a person. 

Complete address Includes the street address (house number, name of the 

street or road, apartment number (#), if any), city/town, 
state and zip code. 

Example: 

4936 Old York Road, # 12 
Philadelphia, PA. 19141 

House number: 4936 

Name of the street or road: Old York Road 
Apartment number: 12 (number : #) 

City/town: Philadelphia 
State: PA (Pennsylvania) 

Zip code: 19141 
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Educational background 

Financial situation 

First impression 

Employment history 
Not applicable ( N/A) 

Personal limitation 
Personal question 
Prospective employer 



what you have learned at school and the degree or 
diploma that you have received. 

status regarding debts, credit standing, possessions, 
money, property, jewelry, etc. 

What people think of you when they meet you the first 
time. 

What job(s) you have had in the past. 

Not relevant to your situation (You cannot answer this 
question) 

A physical handicap, disability or disadvantage. 
Question about you and your own life. 

The employer that may give you a job. 



III. Teaching Suggestions 



The following are suggested steps to teach each lesson, but of course the teacher 
should use whatever techniques he/she feels comfortable with: 

1. first, the student should be given enough time to skim over the whole 
lesson in order to have some idea of the contents of the lesson; 

2. using simple language, summarize the main theme(s) of the lesson as 
well as its objectives; 

3. encourage the student to study the Key Words and Their Laotian 
Translations; 

4. teach the lesson using different techniques such as the use of synonyms, 
antonyms, prefixes and suffixes, oral and written practices of key vocabularies 
and concepts, information questions with "what," "who," "why," "when," 
"how," etc. Furthermore, capitalize on already learned vocabularies , 
grammatical structures and concepts in teaching new vocabularies and 
concepts in a meaningful context, using examples or sentences to make the 
point or explain the lesson; 

5. review what has just been taught; 

6. go over the Phrases for Discussion; 

7. administer tests and give feedback as soon as possible; 

8. praise the student for his/her effort to learn. 




3-2 



38 



LESSON 3 



FILLING OUT A JOB APPLICATION 



I. Objectives: 

In this lesson, you will: 

1. Become acquainted with different job application formats; 

2. Learn how to complete the different applications; 

3. Understand the importance of the job application to the 
employer; 

4. Understand the necessity of completing the application 
neatly and in accordance with the instructions given. 

II. Keywords and Their LaotianTranslations 

Acquaint (to) OUIOU 

Mitch acquainted himself with the new neighborhood by walking around in the 
streets. 

Applicant GJSJ jur>3nil 

All a pplicants for the jobs are required to respond by Monday. 

Application °[v (\ ^3 3 2 l § 'll S'O 3 3U 

See lesson #1 

Apply (to) ourn^33 

Students should a pply to college early in the year. 

Background Slirpll 

Because he has a good background in computers, IBM hired him. 

Blank 333633 

Fill in all the blanks on the application. 

Circle (to) 2003 iDu 

Circle t he correct answers. 
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Comfortable 32J31I 

That couch was so comfortable. I fell asleep. 

Consider (to) 

They are considering hiring two women for the jobs. 

Financial 

Because he has a high paying job, he is in good financial standing. 

Goal §10 < lJUn3 C l'D 

Cathy’s goal i s to have a job by September. 

Impression n33n < in33 C l‘D 

You’ll make a good impression if you wear a suit and a tie to the interview. 

Instruction fnUJJtin 

Read the instructions before you begin the test. 

Limitation S3mS0i*m0 

Despite her limitations, the blind woman graduated at the top of her college class. 

i 

List (to) 

See lesson #2 

Messy iStlfft, SJttrutfjl 

Shelly's application was messy so she rewrote it. 

Nickname 

William’s nickname is Billy 

Offensive ?3£>U 

Curse words are offensive . 

Overlook JU33S C 1JU 

Her tardiness was overlooked because her child was sick. 

Permit (to) siyencrtdf 

You are permitted to take two suitcases on the airplane. 

Personal SJODno 

The interviewer cannot ask you a personal question such as "how much do 
you weigh"? 

Prospective 3!ll f lfi0S f 132n5j f l 

Len has a long list of prospective employers that might offer him a job. 

Purpose jy3?riJtnu 

The purpose of an interview is for an employer to choose the best candidate. 
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Race 



WOWD 

People of many different races live in the United States. 

Reference WsJ'DrLtfn W031 

References help the prospective employers check the work history and background of 
the candidate. 

Refuse (to) zitniSKH 

The interviewer refused t o see Paul because he arrived late. 

Religion 3*)3in 

Is your religion Christian or Buddhist? 

Self-confidence \S C l'Dfi9l33 

Janet had a lot of self-confidence because she knows what she is good at. 

Specifically 'SHlflJ'lt 

I specifically told you not to wear earrings to the job interview. 

Suggestion muuutin 

My su ggestion is that you change your attitude. 

Type UUU,80a 

He is not the type of man Lisa is looking for. 

Untidy iSsDltJfc 

After walking through the rain, his appearance was untidy. 

III. Filling Out a Job Application 

The employer's main purpose in having you fill out an application is to 
obtain important information about you. However, employers will often use the job 
application form to find out a great deal more about you and about the type of work 
you are able to do well. 

If you fill out the job application neatly and completely, this will give the 
employer a good first impression. On the other hand, if you do not fill it out 
completely, and if it is messy or has a number of mistakes, this will give the 
employer the impression that you are a messy or untidy person, and that your work 
will also be messy and untidy. 

Before even talking to you, the employer can form an impression of how well 
you know English simply by looking at your job application. 
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The application usually has many different questions about you, your 
educational background, employment history or work experience, skills, etc. While 
most job applications ask for the same information, some applications use slightly 
different ways to achieve the same goal. Sometimes you will be asked to answer the 
questions by putting a circle around the correct answer. On other applications you 
will be asked to write out the correct answer. On some applications, you will be 
asked to write your first name first, while on other applications you will be asked to 
write your last name first. On almost every application you will see the instructions 
"Please Print or type", and it is very important that you do so. 

The job application can tell a prospective employer a great deal more about 
the applicant than simply the information provided. Therefore, it is very important 
that you follow the instructions on the application form and fill out the application 
as neatly and completely as possible. Listed below are some additional suggestions 
for completing application forms: 

0 Always fill out a job application with a pen. If you are permitted to 
take the application home with you, type the application if possible. 

0 Answer every question. If the question does not apply to you, fill in 
the blank area with the words "Not Applicable" or the abbreviation 
"N/A". In this way you are indicating that you did not overlook a 
question. 

0 Always use your correct name. Do not use a nickname unless it is 
specifically requested. 

0 Always provide your complete address including your zip code. 

0 Always be prepared to list two (2) or three (3) references, and remember 
to write down their telephone numbers and addresses. Ask them to 
serve as references before using their names. 

0 Make certain that all words are spelled correctly. 

In general. United States law does not permit employers to ask you questions 
about your race, your religion, your financial situation or certain other very 
personal questions or limitations. However, many job applications still request this 
information, and in some situations, if you refuse to answer these questions, the 
employer may simply refuse to consider your application. Therefore, only answer 
the questions you feel comfortable with or questions that are not too personal or 
offensive to you. 
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IV. Phrases for Discussion 

Application C lzjfl*i£33si§*u£ci3*iu 

Background ^Dllt^ c lll 

i 

Complete address a)ll 

I 

(QOJU^isDnunu^riOu, iantn33 r(*iD, iDao, §r\uaaanat?na 
noens^awS 

4936 Old York Road, # 12 
Philadelphia, PA. 19141 

House number ( l «D 31 2J *1 3 ): 4936 

1 

Name of the street or road (£> X\ U II ) : Old York Road 
Apartment number (ID312TI33) : 12 (11*1111:#) 
City/town ( l JU 3 3 ) : Philadelphia 



State ( S X \ ) : PA (Pennsylvania) 



zip code (lanattfm) : 19141 



Educational background 
Employment history 
Financial situation 
First impression 
Not applicable (N/A) 
Personal limitation 
Personal question 
Prospective employer 



fio'ijusjiflssnu 

*13311 

tputminSu 

iSjunssmnssHa 

1 

0S^3ir\3 

93ricin0i33 

O03juri3juau3 

u*iu 3 *i 3 c lydhj 



V. Suggested Activities: 

1. Presentation of the 3 basic application formats (to be found at the end of this lesson). 

2. Discussion of the text and the Key Words and/or Phrases in the applications. 

3. Discussion of how an application is prepared properly and neatly. 

4. Preparation of job applications by students. 
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VL Tests 



1. Fill in each of the blanks below with T (True /Correct) or F (False /Wrong). 



Example: 

T The job application helps the employer obtain information about the 
applicant. (T) 

1.1. There are different types of application forms. Most of them ask for more- 

or-less the same information. 

1.2. You do not have to fill in all the blanks. 

1.3. You have to write down a complete address in a job application. 

1.4. It is okay to use a red pen or pencil to fill out an application. 

1.5. Always sign the application. 

1.6. ”N/A" stands for "Not- Applicable." 

1.7. You can name your family members as references. 

1.8. By looking at the job application the employer can learn more about the 

applicant than simply the information provided. 

1.9. The job application rarely asks about employment history. 

1.10. Neatness is not really important when filling out the employment 

application. 



2. Fill in each of the blanks with the best word or phrase below: 



educational background 
financial situation 
prospective employer 
not applicable (N/A) 



first impression 
personal questions 
employment history 
suggestions 



overlook 

type 

purpose 

references 



Example: 



U.S. laws do not allow prospective employers to ask 
(personal questions) 



2.1. Job applications usually ask you to print or the information. 

2.2. The status regarding what you owe or possess indicates your 



2.3. means what people think of you when they meet you the 

first time. 

2.4. If the employer wants to know what jobs you have had, he/ she wants to 

know your . 

2.5. The of the job application is to find out about your 

employment history and . 

2.6. If you cannot answer any questions on the job application because they 

are not relevant to you, then you write . 

2.7. If the employer wants to get more information about the job applicant, he 

can contact . 



2.8. If you do not know how to handle a certain situation it is always a good 

idea to ask for . 

2.9. The applicant should not any question on the job 

application. 

2.10. The employer that asks you to fill out a job application is a . 

3. Fill in each of the blanks on the left column with the best letter from the right 
column. 



3.1. 


suggestion 


a. 


3.2. 


employment history 


b. 


3.3. 


overlook 


c 


3.4. 


financial 


d. 


3.5. 


instruction 


e. 


3.6. 


purpose 


f. 


3.7. 


previous 


8- 


3.8. 


goal 


h. 


3.9. 


permit 


• 

l. 


3.10. 


offensive 


# 

j- 



this has something to do with money, 
showing how to do certain things, 
what you plan to accomplish, 
before. 

advice or what people tell that you 
should do. 

it has something to do with the job(s) you 

have had in the past. 

the reason for doing something. 

insulting, hurting feelings. 

to forget or pay no attention to. 

to allow. 
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Three Basic Application Formats 



PLEASE TYPE OR PRINT CLEARLY 


Last Name 


First 


Middle 


Social Security Numoer 


Adoress City 


State 


zip 


(Area Code) Home Phone 


In case of an emergency, 

whom shntilri hp rnflpri? 










Name 




Teieonone Numoer 



Do you have a physical handicap or limitation? If so, please explain. Q Yes □ No 



What joD or jods are 
you applying for? 

What soecial skills 
do you have? 



Education: Circle Hignest Graae Completed. 1 2 3 4 5 6 7 3 9 10 11 12 13 14 15 16 17 + 



List schools you have attenaed: 
Grade School (last attenaed) 


Name o: Scnooi 

Junior Hign Scnooi (last attended) 


Acaress 


Dales 


You Attenoea 


Name ot Scnooi 

High Scnooi (last attended) 


Address 


Oates You Attenoec 


Old You Graduate? 


Name ot Scnooi 

College or Traae School Attended 


Aaaress 


Oates You Attenoec 


Die you Graduate? 


Name of Scnooi 


Address 


Oates You Attenoec 


Oia you Graduate? 



School Clubs or Activities 



3-10 








I 








WR ITE 



ACTIVITIES* CIVIC, ATHLETIC. ETC. ap aptf r CFWHICH indicates the race. 

(EXCLUDE ORGANIZATIONS. THE NAME OR CHARACTER O F WHICH 
OR NATION AL ORIGIN OF ITSMEMBERS.) 

PRESENT MEMDERSHIPIN 

MILITARY NATIONAL GUARD OR RESERVES^ 

^ RVICE 







ANY TIME WITHOUT ANY PREVIOUS NOTICE. 




REMARKS: 







ERLC 



50 



Teacher's Guide 



LESSON 4 

WRITING BUSINESS LETTERS 



I. Text Overview 

In this lesson, students will explore an alternative method of searching for a 
job, through the use of a business letter. 

Students will learn about the different types and purposes of business letters, 
as well as their importance in the job search. 

After this foundation, the differences between business letters and personal 
letters will be discussed in terms of format, content, and style. Handwritten and 
typed letters will be discussed, pointing out to the student the advantages that one 
form of business letter can have over the other. 



Finally, students will prepare their own business letters, using the different 
forms and styles, with a particular emphasis on clarity and neatness. 



II. Key Words and/or Phrases for Discussion 



Clerk typist 
Cover letter 

Employer's convenience 
Establish first contact 
First draft 



Inquiry letter 
Interview 

Letter of application 
Personal interview 



A clerk who can also type well. 

Letter stating the sending of another document such as a 
resume, references or letters of recommendation.. 

When the employer is available or has free time. 

Make contact for the first time. 

The document written the first time. It needs 
proofreading, changes and improvements. The final 
document ready to be used or printed is called the final 
draft or copy. 

Letter requesting certain information. 

A formal meeting at which information about the 
interviewee is obtained. 

Letter to apply for something such as a job or 
admission to a training program. 

A face-to-face interview involving you and the 
interviewer. 
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Proper punctuation 



Sell oneself 



The correct use of punctuation marks such as the 
period (.), the comma Q, the question mark (?), the 
semi-colon 0)/ the exclamation mark (!), etc. 

An effort to impress somebody with your capabilities or 



skills. 



"Thank you" letter 
Typing service 



Letter expressing appreciation or gratitude. 

Typing (usually for a fee) is provided for those who 
need it. 



III. Teaching Suggestions 

The following are suggested steps to teach each lesson, but of course the teacher 
should use whatever techniques he/she feels comfortable with: 

1. first, the student should be given enough time to skim over the whole 
lesson in order to have some idea of the contents of the lesson; 

2. using simple language, summarize the main theme(s) of the lesson as 
well as its objectives; 

3. encourage the student to study the Key Words and Their Laotian 
Translations; 

4. teach the lesson using different techniques such as the use of synonyms, 
antonyms, prefixes and suffixes, oral and written practices of key vocabularies 
and concepts, information questions with "what," "who," "why," "when," 
"how," etc. Furthermore, capitalize on already learned vocabularies , 
grammatical structures and concepts in teaching new vocabularies and 
concepts in a meaningful context, using examples or sentences to make the 
point or explain the lesson; 

5. review what has just been taught; 

6. go over the Phrases for Discussion; 

7. administer tests and give feedback as soon as possible; 

8. praise the student for his/her effort to learn. 



LESSON 4 



WRITING BUSINESS LETTERS 



I. Objectives: 

Upon completion of this lesson, you will: 

1. understand the importance of business letters; 

2. learn about the different types of business letters; 

3. learn how to use business letters in your job search; 

4. be able to write business letters yourself. 

I I. Key Words and Their LaotianTranslations 

Attention 9 

If you want to do a good job, you should pay attention to details. 

Base upon (to) S II f\V 

My opinions about that subject are based upon my research of many years. 

i 

Contact non 

William wasn’t able to contact his mother by phone, so he sent her a letter. 
Convenience §J£Q911 

Mark took his time and did the project at his own convenience . 

Convince (to) ?njUD C l‘D 

John convinced his boss that his idea for the project was the best. 

Crucial §393 

A good relationship with one's boss and co-workers is crucial to a successful career. 
Draft ScilSan 

The final draft of your letter should be typed on clean, white paper. 

Establish (to) Chinan 

Joe established a good relationship with his boss by arriving on time every day. 

Hand-write (to) aatlSsjU 

It is not acceptable to hand-write a resume. It must be typed. 
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Impressive 

A well- written, nicely typed resume can be very impressive . 

i \J 

Improve sgiBjU^tnQSU 

John practiced his piano lesson everyday to improve his skills. 

Interview S3JL)W*1C1 

Her job interview went very well. It looks like she will get the job. 

Punctuation 9J1CI31I 

It can be difficult to use punctuation such as the colon (:)and semi colonO). 
Qualification 9 <1111191 AH tSJJU 

Gina possessed the right qualifications and was subsequently hired for the job. 

Quality l9UU«lt§JU 

Pedro bought a good quality c ar and it lasted him many years. 

Refer (to) lEfcuftg 

You should refer to the dictionary when you want to know the correct spelling of 
word. 



Referral 9liJ3§nCimjU 

Paula has a referral from her main physician to see the specialist. 



Resume 






Your resume should include your education and work history. 

Satisfy (to) 

Chocolate ice cream is the perfect thing to satisfy my sweet tooth. 
Specifically 9<U2d<U 

Martha specifically asked her husband to pick up bread but he got milk, 
instead. 

state (to) itnijutnijn 

Please state your full name and social security number for my record. 
Succeed (to) tfllOWO 

If you work hard and persevere you will have a good chance to succeed . 



III. Writing Business Letters 

Business letters have different forms. The following are some of the most common 
forms: 



A. Letter of Application 



The employer will probably not interview all of the applicants who may apply 
for employment. Therefore, it is necessary that you convince the employer that you 
are one of the applicants who should be interviewed. That is why filling out the job 
application properly or writing a good letter of application is so important. The 
letter of application and the job application can help you sell yourself to an 
employer even before you have the opportunity to meet him/her. 

Many times, writing a letter of application may be the only way to get a 
personal interview and be considered for a particular job. Listed below are some of 
the situations when you should write a letter of application: 

0 When you want to apply for a job in another city; 

0 When you answer a newspaper want-ad that specifically asks you to 

apply by letter through the mail; 

0 If you want to apply for a job, through a specific person, based upon a 
referral from a family member or friend; 

0 When an employer requests that you write a letter of application; or 

0 When you are simply inquiring if a job is available at a company that 

you would like to work for. 

You must always remember that, in most cases, when you write a letter of 
application, you establish first contact with the company. From your letter of 
application, the employer will form a first impression of you. Therefore, it is 
crucial that you make a good first impression by writing a good business letter. 

You should always type your letter, unless you have been asked to hand-write 
it. Take your time, and type your letter neatly. A neatly typed letter, in the proper 
format and with all of the words spelled correctly, can be very impressive. 

If you do not know how to type, or do not have a typewriter, ask a friend to 
type your letter for you. If you do not know anyone who can type, look for a local 
typing service to type your letter for a small fee. 

If you are sending this letter to apply for a job as a clerk typist for instance, 
your letter of application is really important. It will be a good opportunity to show 
die employer how well you type, and how much you know about business letters. 

The following suggestions will help you write good business letters: 
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0 Always write a first copy, or "first draft." Make certain your letter says 
exactly what you want to say in good English. Pay attention to proper 
punctuation ( the use of the period, comma, question mark, semi- 
colon, etc.). Also, ask a friend or a teacher to read it, and make any 
suggestions or corrections to improve the quality of the letter. When 
you are satisfied with the letter and the form, have the letter typed 
neatly; 

0 Never state in your letter how badly you need a job or how nervous 
you are feeling about writing this letter. You should tell the employer 
how well you can help him/her if you are given the job; 

0 Always begin your letter by telling the employer how you heard about 
him/her, or who referred you to the company; 

0 Next, indicate a particular job, or group of jobs that you are interested 
in; 

0 Now that you have explained that you are applying for a particular job, 
tell the employer your qualifications or skills which will enable you to 
do a good job for the company. 

0 Finally, ask the employer for an interview, at "the employer's 

convenience," and always remember to close the letter with a short 
"thank you." 

B. Cover Letter 

Business letters are written for many other reasons. A cover letter is different 
from a business letter. If you are asked to send a resume to an employer, the letter 
that you send with the resume is called a "cover letter." In the cover letter, you 
thank the prospective employer for the opportunity to send your resume and apply 
for a job. You should also express your interest in having a job interview with the 
prospective employer at his/her convenience. A well-written cover letter can help 
you get a job interview. 

C. Inquiry Letter 

If you want to get information about job openings, you can write the 
prospective employer an inquiry letter. In this letter you can ask if there are jobs 
available and what kind of jobs the employer wants to fill. You can also ask the 
employer to send you a job announcement and a job application. 
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D. "Thank you" Letter 



If the employer answers your letter and invites you in for an interview, you 
should send a "thank you" letter after the interview. 

A good business letter helps you succeed in your job search. Many times, the 
person who can write a good business letter and make a good first impression will 
have the best chance to get a job. Examples of a letter of application, a cover letter 
and a "thank you" letter are provided at the end of this lesson. 

VI. Phrases for Discussion 



Clerk typist 
Cover letter 
Employer's convenience 
Establish first contact 
First draft 
Inquiry letter 
Letter of application 
Personal interview 
Proper punctuation 
Sell oneself 
"Thank you" letter 
Typing Service 



snuju&JjLifio 

acitnjmaaju 

fi0'iuitniu c itijus33u c ib^ c i3 

i 

ncirm3baa c iW‘D3 c l‘D 

iSsms'uisutnjy 

?n 

a e iw e ianorina 

i 

ifi332nju t ib\abtn3u 

i i 

oa e iJU3 e iinu^i?Q c l?nau3U3U c la 

sOjuQciOlmu 



Sample Letters 

On the next pages you will find samples of the different types of business letters that 
can help you in your job search: a thank-you letter, letter of application, cover letter, 
and inquiry letter. These sample letters give you an idea how they look and what 
you should include. You should practice writing different business letters as many 
times as you can and also discuss your letters with your teacher, counselor or 
someone who can write English well. These people can help you not only to write 
but also to improve the quality of your letters. 
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Thank-You Letter 



984 Hope Lane 
Abington, PA 19041 
(215) 598-0826 
May 24, 1993 



Mr. Henry MacDonald 
Great Lake Company 
1234 Heaven Road 
West Middletown, PA 12890 

Dear Mr. MacDonald: 

I greatly enjoyed meeting with you this week, and I am certain that the job at your 
company would suit me well. Your enthusiasm and insight proved to be very 
motivating for me. 

Should you require any further information, please do not hesitate to call me at 
(215) 123-4567. 

Thank you for your time and kind consideration, and I look forward to hearing 
from you soon. 

Sincerely yours. 



Sam Nguyen 



Letter of Application 

985 Farmer Road 
Fort Washington, PA 19043 
(215) 547-0981 
June 12, 1992 



Mr. John Smith 
Manager 

Logan Computer Store 
15 Eastmoreland Street 
Philadelphia, PA 19141 

Dear Mr. Smith: 
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I am interested in working at your store. I would like to be considered for the 
position of a salesperson. The enclosed resume will provide you with the details of 
my background and qualifications. 

I strongly feel that my skills would benefit your business. I am a hard working, 
responsible worker. I know that if you hire me, you will be pleased with my 
performance. 

I would welcome the opportunity to meet with you to discuss any job openings. 

Thank you for your time and consideration, and I am most eager to hear from you 
soon. 

Sincerely, 



Han Chin 



Cover Letter 



35 Heaven Drive 
Rockville, PA 19709 
(717) 895-8923 
July 7, 1993 



Mrs. Nancy Yim 
Director of Personnel 
Asia Bakery Company 
4321 Daffodil Avenue 
Sandy Beach, Florida 17831 

Dear Mrs. Yim: 

Enclosed please find a copy of my resume as requested. As you will see I am quite 
qualified for the job opening at your company. 

I sincerely hope that you will give me the opportunity to meet with you to discuss 
the possibility of employment at your company. 

I am looking forward to hearing from you soon. Please accept my thanks for your 
time and consideration. 

Very truly yours. 




Miss Tan Suh 
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Inquiry Letter 



2921 Rushcomb Road 
Yourtown, FI. 57830 
(687) 879-0432 
June 23, 1993 



Mrs. Joan Braun 
Director of Human Resources 
Trident Grocery Wholesale 
758 Main Street 
Hopeville, TX 78493 



Dear Mrs. Braun: 

I am interested in learning of any job openings in your company. Having 
three years of experience as a produce clerk, I feel I can serve your company well. 

If there are any positions available, would you please contact me at your 
earliest convenience, or send me a job announcement? I can be reached at (68 7) 879- 
0432 or at the address above. 

Thank you for your time and consideration. 



Sincerely yours. 



Lan Trinh 

V. Tests 

1. Fill in each of the blanks on the left column with the best answer on the right 



column. 




1.1. 


greeting 


a. To persuade; to make someone believe in 






doing something. 


1.2. 


contact 


lx Skills or education that fits you for the job. 


1.3. 


impressive 


c. Getting better. 


1.4. 


succeed 


d. To review to find and correct mistakes. 
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1.5. 



qualification 

convince 



1 . 6 . 



1.7. improvement 

1.8. attention 

1.9. satisfy 

1.10. proofreading 



e. Meeting; to get in touch with. 

f. To meet the needs of. 

g. To achieve a goal. 

h. Causing wonder and admiration. 

L Concentration; readiness or observation, 
j. Saying "Hello," "Good morning," etc. 



2. Fill in each of the following blanks with T (True/Correct) or F (False /Wrong). 



Example: 

E_ The prospective employer does not always look at the resume of the 
applicant (F) 

2.1. Good business letters are not a necessary part of the job search. 

2.2. When writing a business letter, pay attention to punctuation. 

2.3. It is always a good idea to hand-write a letter of application. 

2.4. A letter of application gives you the opportunity to sell yourself to a 

prospective employer before you have the chance to meet him/her. 

2.5. An inquiry letter is used to ask the employer to give you a job. 

2.6. When you send a resume' to an employer, the letter you attach to it 

is called the "cover letter." 

2.7. In the cover letter you should express interest in having a job interview 

with the employer at his/her convenience. 

2.8. It is not necessary to send a "thank you" letter after the job interview. 

2.9. A well-written cover letter can help get a job interview. 

2.10. In order to write a good business letter, you should write a first draft. 




4-11 



improve 
punctuation 
sell yourself 
qualifications 
satisfied 
crucial 

Example: 

The job applicant should always bring a resume to the job . 

(interview) 

3.1. A letter of may help to the employer that you 

are one of the applicants who should be interviewed. 

3.2. A good business letter requires proper . 

3.3. If you wish to get information about job openings, you should write an 



3.4. A letter of application helps you to with the 

prospective employer. 

3.5. Make sure that you are with your business letter before you 

send it out. 

3.6. A professional looking letter can be . 

3.7. Properly filled-out job application and a well-written letter can 

help you . 

3.8. It is advisable to begin a business letter by telling the employer the name of 

the person who you to him/her. 

3.9. In the cover letter, you should ask the prospective employer to give you a 

job at his/her . 

3.10. Besides your resume, your job application gives the prospective employer 

the opportunity to look at your . 

3.11. Proofread your business letter carefully and make any necessary corrections 

in order to the quality of the letter. 
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3. Fill in the blank with the best word or phrase below: 



resume 

application 

inquiry letter 

interview 

handwritten 

attention 



referred 

cover 

convenience 
establish first contact 
impressive 
specifically 
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3.12. business letters do not impress the prospective employer. 

3.13. A cover letter is necessary when you send a job application and a 

to the prospective employer. 

3.14. In order to make a good first impression, it is to write a good 

business letter. 

3.15. Pay to proper punctuation and spelling when you write 

business letters. 
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Teacher's Guide 



LESSON 5 

WRITING A RESUME 



I. Text Overview 

In this lesson, the major emphasis will be on providing the students with the 
skills necessary to organize their personal data, education, qualifications, 
employment history and other information, so as to present themselves to a 
prospective employer by way of a written document known as a "resume". The 
lesson will show the students how to prepare such a document in a succinct and 
informative manner. 

Keep in mind that limited English proficient students, generally speaking, 
come from countries where a resume is not required in the job search process. In 
fact, many people in these countries have never heard of such a thing as a resume. 
Therefore, it is necessary to explain the importance of this document and to help 
your students write their own resume. 

Initially, the students will gather their personal data, focusing on the tasks of 
collecting the data, and then organizing them in such a way that they are able to 
communicate to others their personal history, skills, and special talents. These tasks 
can be accomplished by utilizing a simplified personal data sheet. 

Having acquired these basic skills, the students will learn how to prepare a 
more detailed data sheet, the resume, and will begin to learn about the importance 
of a resume for their future success in finding a job. Clarity, style, neatness, and 
completeness of this important document will be discussed. A sample of a typical 
resume and its format can be found at the end of this lesson and before the tests. 
Please discuss the vocabulary and/or phrases commonly found in a resume with the 
students. 



II. Key Words and/or Phrases for Discussion 



Be better prepared 
Course of studies 
Highest level of schooling 
In detail 

Individual personal history 
Marital and immigration status 



More able and ready to do something. 

Program of studies, subjects to study. 

The highest school grade completed. 

With more information. 

Life and achievements of a particular person 
State of affairs regarding marriage and immigration. 
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Machine tool power-driven machine used to sharpen solid work. 

Personal background data Information about the history of one particular 

person. 

Information or knowledge about a particular person. 
Introductory or first information which will 
lead to something else. 

A possible employer. 

A short written account of a person's career 
and qualifications. 

the condition of a person or thing in the eyes 
of the law. 

A way to express something clearly and to 
the point without wasting words. 

Work experience What has been learned by doing certain 

work. 

"You will never have a second First impressions are very important. If you 

chance to make the first impression" do not make a good impression upon first 

contact, it will remembered. 



Personal information 
Preliminary data 

Prospective employer 
Resume 

Status 

Succinct manner 



III. Teaching Suggestions 

The following are suggested steps to teach each lesson, but of course the teacher 
should use whatever techniques he/she feels comfortable with: 

1. first, the student should be given enough time to skim over the whole 
lesson in order to have some idea of the contents of the lesson; 

2. using simple language, summarize the main theme(s) of the lesson as 
well as its objectives; 

3. encourage the student to study the Key Words and Their Laotian 
Translations; 

4. teach the lesson using different techniques such as the use of synonyms, 
antonyms, prefixes and suffixes, oral and written practices of key vocabularies 
and concepts, information questions with "what," "who," "why," "when," 
"how," etc. Furthermore, capitalize on already learned vocabularies , 
grammatical structures and concepts in teaching new vocabularies and 
concepts in a meaningful context, using examples or sentences to make the 
point or explain the lesson; 

5. review what has just been taught; 

6. go over the Phrases for Discussion; 

7. administer tests and give feedback as soon as possible; 

8. praise the student for his/her effort to learn. 
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LESSON 5 



WRITING A RESUME 



I. Objectives: 

Upon the completion of this lesson, you should be able to: 

1. gather and evaluate your personal background data, education, 
training, work experience and skills; 

2. organize and summarize this personal information in a 
preliminary data sheet form; 

3. prepare your own resume; and 

4. understand the purpose of the resume and the necessity for it to 
be prepared properly and neatly. 

II. Key Words and Their Laotian Translations 

Accurate Ot3jCKDt9 

Accurate records are important to good record-keeping. 

Achieve (to) tfllOtSo 

He has achieved an outstanding research. 

Advertising 

Advertising one's business in the newspaper can be costly. 

Alien mnidVitrm 

Manuel was an alien when he first came to the U.S. but now he is a citizen. 
Applicable to ItnJintmJ 

The change does not affect me because it is not a pplicable to my situation. 

Background Slltpll 

See lesson #3 

Citizen aiJ^Cl 

Are you a legal resident or a citizen of the U.S. A. ? 

Collect (to) 

The paper deliverer comes by every Friday to collect payment for the newspaper. 



Data 



2JU1J 

Lynn typed the data into the computer. 

Design (to) SSnilUU 

Paul designed a flyer on his computer to advertise his business. 

Divorced 

Jill and Bob did not get along with each other ; they divorced in October. 

Emphasized (to) l 2D if Dtnifn 

To emphasize his point, the preacher spoke very loudly. 

Evaluate (to) nsifll 

Each year, my boss evaluates my work performance then tells me how I am 
doing. 

Gather (to) OOJUISI 

Barbara went to the library to gather information for her report. 

History tltOCl 

Because Jim has a history of being fired, he will not likely be hired for the 
job. 

Immigration n'lDlS'lliUSS 

Applications for immigration can be very long and complicated. 

Impersonal 

Telephone conversation can be ver y impersonal so it is better to talk directly 
with her in her office. 

Legal rtnci33 

It is not legal to drive while under the influence of alcohol. 

Level Stfftl 

Her level of expertise is not high enough to fill that position. 

Logical itnatfu 

It is lo gical that Tim would become an engineer since he is so good in math. 

Manner UUUSjn 

John' s manner of dress says much about his personality. 

Marital flStlflO 

What is your marital status? Are you married, single, or divorce? 

Married im33 e lU 

Ginger and Felipe have been married for 18 years. 
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Mention (to) 3^31 V\3 

Joe mentioned that he would be arriving late to work today. 

Omit (to) 

When telling stories to children you should omit the scary parts. 

Organization §331311 

John works for Keystone which is a healthcare or ganization . 

\J \J 

Preliminary l{j33nil 

Rachel won the preliminary race so now she will go to the finals. 

Presentation 313U9UQ311Ciy 3Q 

Jose's presentation was so good that he was invited to speak at the next meeting. 

Prospective 3IU300 

Jonathan sent his resume to five prospective employers. 

Recommend (to) Ullt)J3 

The Surgeon General strongly recommends that everyone not smoke. 

Resume ifoQUTj 

See lesson # 4 

Review mimODOD 

Our teacher gave us a review for tomorrow's test. 

Saying 3139''tO 

Benjamin Franklin coined the saying "a penny saved is a penny earned" 

i 

Schooling 3131ll53|jll 

Good schooling which requires many years of learning can lead to a well-paid job. 

Shortcoming 23Qn31<J311J33 

One of my shortcoming s is that I have a quick temper. 

Single ^30 

Tasha does not want to marry, she would rather stay single. 

Status 3tr\fi 

The interviewer may ask about your marital status . 

i 

Strengh 1^311^3 

One of his streng ths is that he can speak well in public. 

Style V)3tfl33 

Her style of dress is bold and colorful. 
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Succinct 






Dr. Thompson always keeps his lectures succinct and to the point. 



Summarize (to) tn) C l'DO0 < UU 

Please summarize your statement into a brief paragraph. 



Summary 

Mr. Smith's summary contained all his main points plus a few details. 




Widowed 



uinnifaej 



She became widowed last spring when her husband died of a heart attack. 

III. Writing a Resume 

A resume is a summary of an individual's personal history : education, 
skills and experience. The resume may capture an employer's attention or interest, 
which may lead to a job interview. 

In addition to personal information such as name, address, telephone 
number, marital status (single, married, divorced, or widowed) and immigration 
status (American citizen, legal alien, etc. ), the resume is a summary of a person's 
history including information about his/her skills, educational background, work 
experience and what he/she has achieved in his/her life. It should be written in a 
succinct manner. It is a form of advertising, or selling oneself. In the case of a job 
search, the resume helps get the prospective employer's attention, and, hopefully, a 
job interview. 

Because your resume represents you, keep it neat, specific and accurate. It 
should be typed. Remember the old but true saying, "You will never have a second 
chance to make a first impression." 

There is no ideal length for the resume, but most people agree that 
it should be no more than two pages. Therefore, emphasize your strength and 
omit your shortcomings rather than try to explain them. Mention your 
education in detail because the employer is interested in your highest level of 
schooling and in any courses of studies that are directly applicable to the job you are 
seeking. 

Two styles of presentation are recommended. First, what might be called an 
"impersonal present tense." For example, " supervising twenty-four clerks," 
" designing machine tools," " selling women's clothing," etc. This style requires the 
use of "-ing "at the end of the verb (to supervise/ supervising, to design/ designing, 
to sell /sell ing , etc.). The second style requires the use of the past tense, for instance 



"supervised twenty-four clerks," "designed machine tools," " sold women's 
clothing," etc. 

Remember that writing a resume requires not only a review of your 
experience and education but also a clear and logical organization of the collected 
data. You will learn about yourself while going through this exercise and be better 
prepared to make a good presentation at the job interview. Finally, you should 
always bring at least one copy of your resume to a job interview. 

IV. Phrases for Discussion 



Be better prepared njJUn9 C ltnfi 

i i 

Chance to make the first impression^ SmCltnri C ltninCl'DClS3U C l3 



Course of studies 
Highest level of schooling 
In detail 

Individual personal history 
Machine tool 



Jtocisncisiouno 

19334)713331 



Marital and immigration status 3tiqn93i)ei9U3t31 < llJl2 c Hl)33 



Personal background data 
Personal information 
Preliminary data 
Prospective employer 
Succinct manner 
Work experience 



sjjjuiojusjouno 

onuotsjnaouno 

SJUUIQJD 

u e iU9 e i3 c luoJu 

\J I 

3 e iimi?1u£>y 



"You will never have a second l5 e l'Dt2J 0^3313Q331l?fi3 C ltn4j5HJ>Q 
chance to make the first impression" 




5-7 



Sample Resume 

Sam Nguyen 



194 W. Tabor Road 
Philadelphia, PA 19120 
Telephone: (215) 555-1234 

Marital status: Married with two small children. 



Immigration Status: Legal alien with work permit. 

Objective: Seeking an entry level position, one with growth and potential in a 

well-established business. I am applying for a full-time clerical 
position with benefits. 



Skills: 



Filing, record keeping, and operation of office machines 
Computer literate /Typing 35 wpm 



Employment: Office clerk 7/ 92-9/92 

Indochinese-American Center 
4936 Old York Road 
Philadelphia, Pa 19141 
(215) 457-0272 

Supervisor: Nick Burenstein 
Assistant Clerk 

Career Education, Inc. 7/ 91-9/91 
5131 Market Street 
Philadelphia, PA 19103 
(215) 789-6666 
Supervisor: Elaine Lopez 

Education: Olney High School 

Front Street and D uncannon Avenue 
Philadelphia, PA 19120 
Grades: 9-10 

Hobbies: Playing sports, listing to music and reading. 

References: Furnished upon request. 
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V. Tests 



1. Circle the best answer. 

Example: 

Personal background data: 

a. is the information about the employer. 

b. helps you to understand more about the employer. 

c. is the information about the history of one particular person. (Best Answer) 

d. indicates your interest in applying for a job. 

1.1. A resume is: 

a. a data sheet describing an individual’s life and achievements. 

b. a summary of employment experience. 

c. a letter of job application. 

d. legal document used in the job search process. 

1.2. Why do you need a resume? 

a. To request information about job openings. 

b. To write a "thank-you" letter to a prospective employer. 

c. To answer all the questions during a job interview. 

d. To be used in the job search. 

1.3. What does your interviewer try to find out when he/ she looks at your 
resume? 

a. Your abilities and skills. 

b. Your work experience 

c. Your educational background 

d. All of the above 

1.4. In the work experience or employment section, you should mention: 

a. Your supervisor's name. 

b. Address of your old company 

c. Your position at that company 

d. All of the above. 

1.5. Try to keep your resume neat, specific and accurate because 

a. it saves you money. 

b. it represents you. 
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c. the employer wants to keep it for a long time. 

d. none of the above. 

2. Fill in each of the following blanks with T (True/Correct) or F (False /Wrong). 

Example: 

Work experience does not necessarily help when you apply for employment. (F) 

1. A resume is a summary of your job experience only. 

2. If possible, resumes should be typewritten. 

3. Your zip code is part of your address. 

4. A resume is a business letter. 

5. A resume is not important in finding a job. 

6. A resume does not need to be neat. 

7. You should always bring your resume to a job interview. 

8. Resumes should be hand-written. 

9. You should list your relatives as references. 

10. Your resume is a reflection of your father's personal data sheet. 

11. Your resume should be well-organized. 

12. You should list all the members of your family in the resume. 

13. Your hobbies and interests are listed under your education. 

14. Under references, it is better to state "Available Upon Request" rather 

than listing many names. 

15. In your resume you should mention what you dislike. 

3. Fill in each of the blanks on the left column with the best answer from the right 
column. 



3.1. _ 


_status 


a. 


to announce; publicize; call attention to something. 


3.2. 


data 


b. 


foreign; was not born in the country. 


3.3. 


shortcoming 


c. 


a brief report covering the main points. 


3.4. 


_style 


d. 


to collect; bring together. 


3.5. 


summary 


e. 


a woman whose husband has died. 


3.6. 


advertise 


f. 


legal condition; position. 


3.7. _ 


_history 


& 


facts; figures; information. 


3.8. _ 


alien 


h. 


clear and brief. 


3.9. gather 


i. 


manner or way of expression in language. 


3.10. 


succinct 


# 

j- 


an account of the past. 


3.11. 


widow 


k. 


something you are very good at; force. 


3.12. 


strength 


1 . 


weakness; needs to be improved. 


3.13. 


accurate 


m. 


going to another country to live and work. 


3.14. 


immigration 


n. 


has something to do with the law. 


3.15. 


legal 


0 . 


precise; correct. 
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Teachers Guide 



LESSON 6 

THE JOB INTERVIEW 



I. Text Overview 

In this lesson students will learn the basics of the job interview and how to 
conduct themselves in an interview. 

The students will understand the importance of the interview and why a 
prospective employer places so much value upon such a meeting. Emphasis will be 
placed upon preparation, including the conversation to schedule the interview; 
obtaining the directions to the location of the interview; appearance, punctuality 
and preparation for the meeting. 

In addition, students will learn the appropriate behavior expected of them 
during the interview and will develop skills to be able to respond comfortably to the 
interviewer. 



Finally, students will learn the proper follow-up after an interview, either 
through a telephone call or a letter. 



II. Key Words and/or Phrases for Discussion 



Attitude 



Clean shaven 
Courteous 



Do your best 
Dress code 

Extra-curricular activities 

Eye contact 
First impression 



How you feel about yourself and people whom you 
come into contact with. A "good attitude," or "good 
feeling" helps make good impression. 

Hair cut neatly and beard or mustache shaved closely to the skin. 
Being cheerful, friendly and respectful, and also having 
manners. "Please," "Thank you," "You're welcome" and 
"Excuse me" are some examples of courteous words and 
expressions. Being courteous shows that you have a 
good attitude, and helps make a good impression. 

Try to do whatever you can to the best of your ability. 

What you should wear and what you should not wear. 

Activities usually scheduled outside the curriculum and after 
school. Example: sports, dub meetings, etc. 

Looking straight into the eyes of the person you speak to. 

People often form an immediate opinion about another 
person because of what they see in that person the first 
time. If, for example, a person is wearing dirty dothes the 
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Follow-up action 

Follow instructions 
Grooming 

Having manners 
In person 

Interviewing process 

Job search process 
Pay scale 

"Round-about" 

Starting salary 
To the point 
Well-groomed 

Well-prepared 



first impression may be that this person is dirty or untidy. 
Showing an employer that you are honest and considerate 
helps make a good "first impression." 

Action taken after completion of an event or task to 
monitor results for possible corrective action or support. 

Do exactly what you are told or instructed to do. 

The personal appearance or the look. In the job 
interview, grooming influences the first impression. 
Behaving well and being respectful to others. 

Physically present. 

The way the interview is conducted; the different steps by 
which an interview is conducted. 

The process or steps by which the search for job is conducted. 
The listing of different salaries or wages based on the 
position, length of service, qualification, etc. 

Not directly; talking about something else before going to 
the subject or question. 

The salary that you will receive after you start working. 
Directly. 

Good appearance in terms of dress and look. Being "well- 
groomed" helps make a good first impression. 

Ready and able to perform a certain task. 



III. Teaching Suggestions 

The following are suggested steps to teach each lesson, but of course the teacher 
should use whatever techniques he /she feels comfortable with: 

1. first, the student should be given enough time to skim over the whole 
lesson in order to have some idea of the contents of the lesson; 

2. using simple language, summarize the main theme(s) of the lesson as 
well as its objectives; 

3. encourage the student to study the Key Words and Their Laotian 
Translations; 

4. teach the lesson using different techniques such as the use of synonyms, 
antonyms, prefixes and suffixes, oral and written practices of key vocabularies 
and concepts, information questions with "what," "who," "why," "when," 
"how," etc. Furthermore, capitalize on already learned vocabularies , 
grammatical structures and concepts in teaching new vocabularies and 
concepts in a meaningful context, using examples or sentences to make the 
point or explain the lesson; 

5. review what has just been taught; 

6. go over the Phrases for Discussion; 

7. administer tests and give feedback as soon as possible; 

8. praise the student for his/her effort to learn. 
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LESSON 6 



THE JOB INTERVIEW 



I. Objectives: 

In this lesson, you will learn about the interviewing process, and upon 
completion of this lesson, you should be able to: 

1. understand the importance of a job interview; 

2. schedule an interview; 

3. present yourself effectively; 

4. respond to a variety of questions commonly asked during 
a job interview. 

II. Key Words and Their Laotian Translations 

Appearance tflficino 

It is important to have a clean and tidy a ppearance when going on a job interview. 

Argumentative ty 3 

Because he is ar gumentative. Joe is always in a fight. 

Attitude 3Jf3b 

Ester had a positive attitude which made everyone like her. 

Be over (to) 3 e USO,ll8o 

Be sure to shake hands when the interview is over . 

Benefit 

One of the benefits of arriving early is that you will have time to meet important 
people. 

Bothersome SfcJttOJJ 

He does not like the exercise because it is bothersome . 

Conduct (to) Jtntfornuutnu 

Because the interviewer is sick, Ann conducts the interview. 

Confidence 

Lee had a lot of confidence in his ability to do a good job. 

Considerate ?3‘D e lStl) e l 

A considerate person will always ask how someone is doing. 
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Corrective U Jl\s C ltnt}nn33 

Dr. Rivera prescribed corrective shoes to make the baby's feet grow straight. 

Courteous JU*lSt8*lClc1 

A courteous person says "please" and "thank you". 

Curriculum 2nanSJCl 

At 

His curriculum contains new classes such as computer and survival skills. 

Direction $1020*13 

Celia stopped the car to ask for the direction to Valley Forge. 

i 

Disagree (to) 2J12HD2J3JU 

Although Bill and Tom disagree about many things, they are still good friends. 

Document ISrintSHU 

A lease is a legal document . 

i 

Duty 2J11J*1$1 

It is every parent's duty to raise their children to respect authority. 

Encourage (to) £>118 

Felipe's parents always encourag ed him to do his best. 

Extra-curricular D3n2nai1SJCl 

Extra-curricular activities such as sports and music are conducted after 
school. 

Favorite D112na*181l6*12niJ 

A# 

My niece sleeps with her favorite teddy bear every night. 

Foiiow-up (to) ncimju 

Jen calls the next day to follow up her job interview. 

Formal C1*lDSt2Jj2J 

Since it was a formal dinner, Ted wore a tie and a suit. 

i 

Full-time 3*iuinim2/ci^o^U3 

Forty-hours of work a week is considered full-time . 

Grooming SJ2d*12JSj2JS38 

Good grooming is an important social skill. 

Hobby 3*lU3tQlS31 

Paula' s hobbies include singing, and horseback riding. 

i 

Honestly ^S3C1SJ0'D§0 

If you answer the questions honestly, you will not have to remember what you said. 
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muuusin, 31*11^33311 



Instruction 

See lesson # 3 

Interrupt (to) ffciClCl 

It is rude to interrupt while someone else is speaking. 

Interview (to) 3*1W*1C1 

The boss will interview prospective candidates for the two job openings. 

Interviewee wf\n3*lW*lCl 

The person being interviewed is the interviewee . 

Interviewer tfsi*iw*ici 

*v 

The person doing the interviewing is the interviewer . 

Introduce llDt3J*l 

Melanie introduced her fiancee to her mother. 

i 

Monitor (to) fmifi31l3333U 

The children’s parents monitored the TV so that they never watched violent 
programs. 

Opinion llDOfici 

In my opinion, the mayor is doing a good job. 

Opportunity ^331*1C1 

See lesson #2 

* * 

Part-time ljTci31*lim in JU3 

Anything less than 40 hours of work a week is part-time . 

i 

Position tfl$J*l$131*lU 

The position I applied for is manager of the supermarket. 

Pronounce (to) t/t31*lCl 

It shows respect if you make an effort to pronounce a person' s name correctly. 
Pronunciation 31*lU33313*13Jj3 

Her students had good pronunciation although they still could not say all of the word 

Qualification fl0*lJlHtfUJ*lt§JU 

See lesson#4 

Quit (to) 0*13331 

Jeff quit his job after one week because he couldn’t do the work. 

Reference #J>031,W31 W031 

See lesson # 3 
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Respectful l n JU Cl 9b 0 0 *UU 9 *1 Eli lftl V\ 

Respectful children know their manners and obey authority. 

Review (to) tflOUflU 

See lesson # 5 

Rush (to) tf*19 

Because Sara rushed through her work, she did not do a good job. 

Schedule (to) rn0cu93*i 

Dr. Ramirez scheduled the appointment for 3:00 PM. 

Slang W *13*1 fit 3*1 Cl 

"Yeah" is slang for "yes". 

i i 

Slouch (to) 3J32J H3 

One should sit straight, not slouch, during a interview. 

Spare (time) 10*3*10*13 

Belinda likes to play tennis in her spare-time . 

Straightforward tffi3JU*l 

A straight forward person will tell you what he or she thinks. 

Supervisor GJC1U3 

Keidi' s supervisor gave her a big assignment to finish in a week. 

Well-groomed uri3n03W*l*J 

A well-groomed person commands respect from others. 

Well-prepared &J3JUU39 

Because he has spent a lot of time reading about the company, he is well- 
prepared f or the job inyterview. 

i 

Workplace 5ltfl*13*lU 

They do not allow smoking in their workplace . 

HI. The Job Interview 

A. What Exactly is a Job Interview? 

A job interview is a formal meeting between the job applicant (the 
interviewee) and the employer (the interviewer). Usually, the meeting will last 
about twenty minutes or half an hour. Sometimes, it will last longer; sometimes it 
will be a little shorter. The interview is the most important part of the job search 
process. 
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For the employer, the interview is the best way to find out what the job 
applicant is really like. After reading the job applicant's resume and cover letter, 
and after looking over the job applicant's job application form, the employer finally 
gets to meet the job applicant in person. 

For you, the job applicant, the interview is very important because it gives 
you an opportunity to meet the person for whom you may be working. The 
interviewer will ask a number of questions about your background: education, 
work experience, skills, interests, hobbies, etc. After having answered all of these 
questions or if you are encouraged by the interviewer to ask any questions you 
might have about the job, including wages or salary and benefits, you might do so. 

At the end of the interview, do not forget to show the interviewer how much you 
want the job and how well you will be able to serve the company. 

B. Preparing for the Interview 

In order to do your best at the interview, you must prepare yourself before 
the actual meeting or interview. 

First, when the interview is scheduled, write down the exact time of the 
meeting. Next ask for directions to the place where the meeting will be held. Even 
if you think you know where the location is, double-check it. Write down the 
directions correctly to be certain that you are going to the correct address. 

In addition to the resume and the properly completed job application, ask the 
contact person if he/she wants you to bring any additional documents. 

Finally, find out the name of the person who will interview you. Make sure 
that you know how to pronounce his/her name properly. If you are not sure of the 
name or the pronunciation, ask the person you are speaking with to repeat the 
name, and spell it out for you. Also ask about the title or position of the person you 
are going to see. 

The day before the interview, review the time of the interview, the location, 
the name of the person you will be meeting, and any additional documents which 
you have been asked to bring with you. Make sure to fill out a job application form, 
if you have been asked to do so, and have all of the information ready, including the 
names and addresses of your references. 

Also, make certain that you know exactly where the meeting will be and how 
you will get there. Are you going to drive or take a bus or train? Maybe somebody is 
going to take you there. Think about what clothes you will be wearing, so that 
during the meeting you will look well-groomed and confident Your appearance is 
also very important. 
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C. The Interview 



Try and plan your day so that you will arrive at the interview about 5 or 10 
minutes early. Arriving late or rushing in does not start the meeting off well. 

When you finally meet the interviewer, introduce yourself and speak in a 
friendly but respectful manner. Do not use slang or interrupt the interviewer 
while he /she is speaking . Answer his/her questions honestly and with a voice 
which will make him/her believe that you want the job, and that you will be able to 
do well what will be asked of you. It is to your advantage to indicate that you are 
able to follow instructions from supervisors, and also to indicate that for you to 
have the right attitude in the workplace is very important. There may be more than 
one interviewer. In that case, try to answer all their questions. 

After the interview, whether or not you like the interviewer or would like 
to work for the company , it is always a good practice to take some type of "follow- 
up" action. For example, if you were told to call back in a week, make certain to do 
just that. If you were told that someone would contact you, it would be a good idea 
to send a "thank you" letter to the interviewer. This letter will show the interviewer 
that you are interested in working for the company, and it will also keep your name 
fresh in their minds as they decide whom they will hire. 

If you have followed all of the above suggestions, you should feel confident 
and be well-prepared for any question they may ask you at the interview. The 
following are some of the questions commonly asked during the job interview. 

D. COMMON INTERVIEW QUESTIONS 

It will be very helpful if you look over these questions carefully, and think 
about how you would answer them well, to guarantee a successful job interview. 

• "Why would you like to work for our company?" 

• "Are you looking for a full-time or part-time position?" 

• "Why do you think that you can do this job?" 

• "Where have you worked in the past? Why did you quit those 

jobs?" 

• "What were your favorite subjects in school? What were your least 

favorite subjects?" 

• "Did you participate in any extra-curricular activities at school? 

If so, what were they?" 

• "What would you like to do in five years? In ten years?" 

• "Would you rather work alone or with others?" 

• ’What do you feel are your main strengths? What is your main 

weakness?" 
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• "What do you like to do in your spare time?" 

• "What starting salary do you expect?" 

• "Have you ever had any serious illnesses in the past?" 

• "Do you smoke cigarettes?" 

• "When can you begin to work?" 

• "How did you become interested in this company?" 

• "Are there any questions that you want to ask?" 



IV. Phrases for Discussion 

Clean shaven 
Do (to) one's best 
Do your best 
Double check (to) 

Dress code 

Extra-curricular activities 

Eye contact 

First impression 

Follow instructions 

Follow-up action 

Having manners 

In person 

Interviewing process 
Job qualification 
Job seach process 
Pay scale 
"Round about" 

Starting salary 
To the point 
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V. TIPS FOR A SUCCESSFUL JOB INTERVIEW 



In order to have a successful job interview, you should remember: 

* to fill out the job application as completely and as neatly as possible. 

* to bring your resume with you and attach it to the job application. 

* to bring a small notebook and a pen with you to take notes. 

* to go to the interview alone. If someone drives you to the interview, 
ask him/her to wait for you outside. 

* that smoking, or using any type of tobacco product, or chewing gum 
during the interview does not give a good impression. 

* that appropriate dress, being clean shaven and having neatly combed 
hair give a good first impression. Dress appropriately for the job 
interview and ask about the company's dress code when you schedule 
the interview. 

* that body smell, including bad breath and certain perfumes, can turn 
off the interviewer and give him/her a bad "first impression" of you. 

* that if you are standing, stand up straight. If you are sitting, sit up 
straight. Do not slouch. 

* that crossing the legs, fidgeting around or moving too much can be 
bothersome to the interviewer. 

* that whenever you speak to the interviewer, look directly at the 
interviewer and try to maintain eye contact. 

* to speak clearly and with a pleasant voice. 

* to answer all questions in a straightforward manner and to the point. 
Do not give "round-about" answers. Answer each question directly 
and as truthfully as possible. 

* that if you disagree with the interviewer, do not express your 
disagreement, and do not be argumentative. 

* to ask the interviewer to explain, if you do not understand anything 
that he/ she says. 
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* that when the interviewer gives you an opportunity to ask questions, 
do ask about the exact duties, working hours, pay scale, benefits, or any 
questions you wish to ask. 

* that after the interview is over, thank the interviewer for his/her time, 
and ask when you can expect to hear from him/her about the results 

of the interview. 



SAMPLE OF A THANK-YOU LETTER 



January 1, 1993 

Mr. Jack Smith 
Personnel Director 
Sporting Goods, Inc. 

20 Shippers Avenue 
Philadelphia, PA 19132 

Dear Mr. Smith: 

I really appreciate the interview that you gave me on Thursday, December 24, 1992. 

I now have a much better understanding of the type of business Sporting Goods, 
Inc. does and the kind of work I will be doing for your company. I am certain that I 
will enjoy working for your company. 

Thank you for your time and consideration. I hope I will hear from you soon 
concerning your decision about the position I was interviewed for. 

Very truly yours. 



Sin Chhay 

VI. Tests 

1. Fill in each of the following blanks with T (True/Correct) or F (False /Wrong). 

Example: 

X The dress you wear for the job interview can be important. (T) 

1.1. You will make a good first impression if you are shy when you 

introduce yourself. 
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1 . 2 . 



The interviewer might think that you have something to hide if you 
do not look straight into his/her eyes. 

1.3. A good first impression helps make the job interview successful. 

1.4. Grooming is not really important. An interviewer does not 

necessarily care how you look. 

1.5. It does not matter if you are late for the interview. 

1.6. You should not ask any questions at the job interview. 

1.7. The job interview is the most important part of the job search 

process. 

1.8. You should interrupt the interviewer if you wish to argue with 

him/her. 

1.9. Preparation for the job interview helps make it a success. 

1.10. It is always a good idea to bring a copy of the resume to the job 

interview. 



2. Complete each of the sentences, using the best words or phrases below: 



introduce 
a degree 
"round-about" 
starting salary 
confidence 



training in computers 
extra-curricular activities 
pay scale 
well-prepared 
benefits 



eye contact 

well-groomed 

follow-up 

to-the-point 

appearance 



Example: 



At the job interview you should always maintain 
(eye contact) 



2.1. and are examples of qualifications. 

2.2. When you yourself, you must tell the 

interviewer your name. 

2.3. If you spend time to get ready for the job interview, you will be 

for it. 

2.4. Job interviewers do not seek answers, therefore you should 

answer their questions . 

2.5. are what you do outside the classroom and usually 

after school such as sports. 
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2.6. Being and having a good helps make a 

good impression at the job interview. 

2.7. The is what you will be paid when you start working. 

2.8. The tells you different salaries or wages based on 

qualifications, length of service and training, etc. 

2.9. Besides salaries, you might ask the job interviewer the you will 

receive for the job you are applying for. 

2.10. makes you feel good and comfortable with yourself. 



Circle the best answer. 

Example: 

In a job interview, the interviewee is: 

a. a list of questions. 

b. the person who is interviewed. (Correct answer) 

c. the prospective employer. 

d. the reference. 

3.1. A job interview is a formal meeting between: 

a. the applicant and the counselor. 

b. the applicant and the prospective employer. 

b. the applicant and his friend who helps him get a job. 

c. the applicant and the representative of the newspaper. 

3.2. The job interview is: 

a. the most important part of the job search process. 

b. the opportunity for the employer to find out what the job applicant 
is really like. 

c. a good opportunity for the applicant to impress the employer. 

d. all of the above. 

3.3. At the interview the interviewer will: 

a. ask questions about your personal life. 

b. ask questions about your educational background, skills and work 
experience. 
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c. ask questions about your family and friends. 

d. ask questions about your country. 

3.4. Before the job interview: 

a. you should read your resume. 

b. your should practice speaking English. 

c. you should prepare yourself for the interview. 

d. you should tell your friends about the interview. 

3.5. The job interview gives the applicant a good opportunity: 

a. to meet a nice employer. 

b. to meet the person you may work for later. 

c. to improve your English. 

d. request whatever you want. 

3.6. For the interview, it is okay to: 

a. be late for the interview. 

b. dress yourself any way you want. 

c. smoke a cigarette. 

d. none of the above. 

3.7. At the interview, you may: 

a. ask questions about the job you are applying for. 

b. ask questions about the salary and benefits. 

c. ask any questions about the expectations of the company. 

d. all of the above. 

3.8. It is always a good idea to: 

a. take some type of follow-up actions. 

b. indicate to the interviewer that you have no problem getting a job. 

c. tell the interviewer that you do not really need a job. 

d. interrupt the interviewer whenever you want. 

3.9. As a preparation for the job interview and if it is possible, you should: 

a. find out the name of the interviewer. 

b. learn to pronounce the name of the interviewer. 

c. ask the title of the interviewer. 

d. all of the above. 
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3.10. Before the job interview, the prospective employer may ask you: 

a. to bring additional documents. 

b. to fill out a job application. 

c. to bring the names and addresses of references. 

d. all of the above. 

VII. Student Interview Evaluation 

In this exercise, as the students and the instructor act out an interview, the 
students are asked to judge their fellow student's performance on a scale of 1 to 5 , 
with 1 being the lowest possible score and 5 the best score. 

1. Was the applicant dressed neatly? 

2. Was the applicant on time or was he/ she late for the interview? 

3. Did the applicant speak to the receptionist or the secretary to 

let someone know they he /she had arrived for the interview? 

4. Did the applicant have the necessary documents for the 

interview such as his/her diploma, school transcript or resume'? 

5. Did the applicant have confidence in his or herself? 

6. Was the applicant courteous? 

7. Were all of the questions asked by the interviewer answered 

promptly and accurately by the applicant? 

8. Did the applicant interrupt the interviewer? 

9. Did the applicant thank the interviewer at the end of the 

interview? 

10. Did the applicant say good-bye to the interviewer, and the other 

people in the office? 

Other comments: 
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Teacher's Guide 



LESSON 7 

SOCIAL SECURITY 
AND 

COMPLETING THE W-4 FORM 



I. Text Overview 

In this lesson, students will examine the basic rules governing social security, 
and how to complete the necessary forms associated with the social security laws. 

Students will also learn about the benefits offered by the system, and how to 
complete an application requesting a social security number if they do not have one. 

Thereafter, students will examine the W-4 tax withholding form which must 
be completed before they start a new job. An explanation of the actual form and the 
various words or phrases found on the form will be presented. Students will then 
practice how to complete this form. Furthermore, discussions will focus on the 
various decisions which must be made by an individual before completing the form 
and the impact it will have on his/her net pay. 

II. Key Words and/or Phrases for Discussion 



As soon as possible 
Account 
Bank account 
Cash benefit 
Eligibility 

Health insurance trust fund 

Internal Revenue Service (IRS) 

On behalf (of) 

Social security 

Social Security Administration 



As quickly as you can; without hesitation. 
Record of business transactions 
A bank record of deposits and withdrawals 
Assistance by payment of money. 
Qualification; fitness; acceptability. 

An account set up to provide health care 
benefits. 

A federal government agency that collects 
income and social security taxes. 

In the name of; as a representative of; for. 
Benefits provided by society. 

A federal government agency in charge of 
social security. 



Social security account 
Take-home money/pay 



A record of social security contributions of an 
individual. 

The amount of money one brings home 
after taxes. 



III. Teaching Suggestions 

The following are suggested steps to teach each lesson, but of course the teacher 
should use whatever techniques he/she feels comfortable with: 

1. first, the student should be given enough time to skim over the whole 
lesson in order to have some idea of the contents of the lesson; 

2. using simple language, summarize the main theme(s) of the lesson as 
well as its objectives; 

3. encourage the student to study the Key Words and Their Laotian 
Translations; 

4. teach the lesson using different techniques such as the use of synonyms, 
antonyms, prefixes and suffixes, oral and written practices of key vocabularies 
and concepts, information questions with "what," "who," "why," "when," 
"how," etc. Furthermore, capitalize on already-learned vocabularies , 
grammatical structures and concepts in teaching new vocabularies and 
concepts in a meaningful context, using examples or sentences to make the 
point or explain the lesson; 

5. review what has just been taught; 

6. go over the Phrases for Discussion; 

7. administer tests and give feedback as soon as possible; 

8. praise the student for his/her effort to learn. 
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LESSON 7 



SOCIAL SECURITY 
AND 

COMPLETING THE W-4 FORM 



I. Objectives: 

Upon completion of this lesson, you will be able to understand: 

1. the social security system in the United States; 

2. the eligibility for social security benefits; 

3. the tax withholding process; 

4. how to fill out the tax withholding form known as the W-4 form; 

II. Key Words and Their LaotianTranslations 



Account tfUJ>rnill3U 

I have no money in my bank account . 

Administer (to) UJtJStmU 

The teacher administered the new test this morning. 

Allowance muatuenci^tn 

Allowances are permitted on certain expenditures for tax return purposes. 

Benefit 

One of the benefits o f exercise is a trim and healthy body. 

Bill fiaottjjtj 

We will have to pay more taxes because of the new tax bill passed by the 
Congress. 

Circumstance SJWntJmU 

The single mother's circumstances are difficult so she needs public assistance. 

Claim (to) vunenSn 

You can claim your travel expenditures. 
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Collect (to) 3SS5JU 

The newspaper carrier comes every week to collect payment. 

Contribute (to) 

Each person contributed $25.00 to our charity drive. 

Contribution 

CoreStates Bank made a large contribution t o the school project. 

i 

Credit (to) l£>9f[ 

The bank made a mistake, so they credited the amount to my account. 

U i 

Dependent W2UmJ (l$UQniiatl ijj) 

Although the children are grown, they are still dependent on their parents. 

1 J 

Deposit 199131112*1, ,WC1'5 C I 

Today, Blanche made a deposit o f $400.00 to her bank account. 

Disabled {iniU 

That man is considered disabled b ecause he could not walk. 

Earner ujDa*ieAci 

Joe works full-time and is the income earner in his family. 

Earning Q*ltAci 

Jim puts his weekly earning s directly into the bank. 

Eligibility mujD8ci\aS*J 

Eli gibility for public assistance is based on income and number of people in the 
family. 

Eligible 

To be eli gible for the prize, you must 18 or over. 

Exception mUUrUOU 

Because nothing is 100% sure, there is always an exception to the rule. 

Expense fl*l c l3'D*iei 

Since Bill lived far from work, his biggest expense was gas for his car. 

Federal ST\U*lUm3 

Th e federal government is based in Washington ,D.C. 

Fund 3193^11 

The organization raised $10,000 for its scholarship fund . 

Health S2td*lU 

» 

Alma's health i s not good, she needs to go to the hospital. 
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Identification tn:U383301l 

A drivers’ license is a good piece of identification . 

Income 33^ \a 

A person with a college degree should be able to earn a good income . 

Insurance JtriUWb 

The insurance company paid for my back operation. 

Legal ftnn33 

See lesson #5 



Medical SJSfcmi 

Because of her back problems, Marie is on medical leave from work. 

Payroll CJUUn < 6 c ltH3Un c lb c 13 

Her company had only a few employees, so the payroll was small. 

Portion 2»nnSJ0U 

The title should go on the top portion of the page. 

Spouse WOtTIOlbJ 

The person you are married to is your spouse . 



System St£)y 

IBM makes complicated computer systems . 

Trust \o c l'D 



Every year his parents put money in a trust fund for him to use when he 
becomes an adult. 



Withhold tffnSSrAo 

The city government withholds i ncome taxes of all those who work and 
earn money in the city. 



III. The Social Security System and the W-4 Form 

A. THE SOCIAL SECURITY SYSTEM 



During the working years, practically every American with an income has to 
pay the social security tax. His/her employer also has to pay the same amount of tax 
on his/her behalf. The United States government agency which collects and 
deposits this tax in special funds is the Internal Revenue Service, commonly known 
as the IRS. The benefits generated from the funds will be paid to the taxpayer 
and/or his/her family at a later day when they become eligible. The more the 
taxpayer contributes during the working years, the bigger the monthly cash benefit 
will be. 
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The following are some of the circumstances in which the person will be 
eligible for social security benefits: 

1. when he/she is retired at 62 years of age or older; 

2. when he/she becomes disabled and can no longer work; 

3. when he/she dies. In this case, his/her eligible family members 
(spouse and children under the age of 18) will collect the benefits. 

The purpose of social security benefits is to replace part of the lost earnings 
and help support the eligible individual^). The Social Security Administration, a 
federal agency, decides the eligibility and administers the social security funds. 

One portion of the contribution the working person makes goes into a 
separate health insurance trust fund. This fund will help pay health care costs such 
as hospital bills, doctors’ bills and other medical expenses. 

B. THE W-4 FORM or EMPLOYEE'S WITHHOLDING ALLOWANCE 

CERTIFICATE 

When you begin to work at a new job, you will always be asked to fill out a 
W-4 form, or the Employee's Withholding Allowance Certificate. This legal form 
will enable your new employer to withhold from your pay the appropriate monies 
for social security and income taxes that every income earner in the United States 
has to pay. There are exceptions. The amount of money which is deducted from the 
pay will be recorded with the government using your social security number. The 
social security portion of the tax withholding will be used to pay social security 
benefits to the taxpayer or his/her family later on. 

If you do not have a social security number, you should apply for it as soon as 
possible. But why must you have such a number? 

Once you have applied for and received your social security number, this 
number will stay with you until you die. Everywhere you work, the employer will 
ask you to fill out the W-4 form which requires, among other things, your social 
security number. In this way, when your employer deducts social security tax from 
your earnings, it will be credited to your social security account This account is 
identified by your social security number. The social security number can also be 
used as an identification number (ID) in many situations, such as payroll, school 
registration, bank account, etc. 

It is also very important that you complete and understand the W-4 form 
properly. Your take-home money (earning after all taxes) depends on how many 
dependents or allowances you claim on the W-4 form. Generally, the more 
dependents you claim, the more money you will receive in your paycheck. 
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However, be certain that the number of dependents is correct, because if you 
have made a mistake on this form, the government may require you to pay an 
additional amount of tax to correct a mistake you have made. If you cannot or do 
not know how to fill out the W-4 form, get help from your employer, teacher, 
counselor, relative or friend. 

The following is a copy of the W-4 form for your study and practice: 



W-4 



Form 

Department of the Treasury 
Internal Revenue Service 



Employee’s Withholding Allowance Certificate 

► For Privacy Act and Paperwork Reduction Act Notice, see reverse, 



OMB No. 1545-0010 

HI93 



Type or print your first name and middle initial 



Last name 



2 Your social security number 



Home address {number and street or rural route) 



3 [D Single CD Married O Married, but withhold at higher Single rate. 
Note: If married, but legally separated, or spcuse is a nonresident alien, check the Single box. 



City or town, state, and ZIP code 



If your last name differs from that on your social security card, check 
here and call 1-800-772* *1213 for more information* • • • ► CD 



5 Total number of allowances you are claiming (from line G above or from the worksheets on page 2 if they apply) 

6 Additional amount, if any, you want withheld from each paycheck 

7 I claim exemption from withholding for 1993 and I certify that I meet ALL of the following conditions for exemption: 

• Last year I had a right to a refund of ALL Federal income tax withheld because l had NO tax liability; AND 

• This year I expect a refund of ALL Federal income tax withheld because I expect to have NO tax liability; AND 

• This year if my income exceeds $600 and includes nonwage income, another person cannot claim m e as a dependent, 

If you meet all of the above conditions, enter “EXEMPT" here ► 7 




Under penalties of perjury. I certify that I am entitled to the number of withholding allowances claimed on this certificate or entitled to claim exempt status. 



Employee’s signature ► 

8 Employer’s name and address (Employee 



Complete 8 and 10 only if sending to the IRS) 



Date ► 

9 Office code 
(optional) 



10 



, 19 

Employer icentihcation number 



Cat. No. 1022GO 



IV. Phrases for Discussion 



As soon as possible 
Bank account 
Cash benefit 

Health insurance trust fund 
Internal Revenue Service (IRS) 
On behalf of 

Social Security Administration 



Cfu^igu^utfuinenD 

rn\si3uaa 

?n33muw'i£w < itJ c lD 

^umju 

wuunaoQQmuaooju 



bsst copy available 
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Social security account 



sj£in3mu&36iju 

i 

lOimitnaaiSathu 



Social security 
Take-home money 



V. Tests 

1. Circle the best answer. 

Example: 

Take-home money: 

a. is the money you earn before taxes. 

b. is your monthly salary. 

c. includes social security contribution. 

d. is the amount of money after all taxes and contributions have been 
deducted. (Bestanwer) 

1.1. Practically every American with an income: 

a. can buy a house. 

b. is lucky to have a job. 

c. must thank the employer for the job. 

d. must pay social security tax. 

1.2. The employer has to: 

a. pay the same amount of social security tax as the employee. 

b. collect the social security tax on behalf of the government. 

c. pay social security tax to the IRS. 

d. all of the above. 

1.3. The IRS is: 

a. an employment agency. 

b. a federal agency. 

c. a state agency. 

d. a local agency. 

1.4. The IRS stands for: 
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a. International Revenue Service. 

b. International Reference Service. 

c. International Reading Society. 

d. Internal Revenue Service. 

1.5. A person becomes eligible for social security benefits: 

a. when he is retired at the age of 62. 

b. at the age of 62. 

c. when he does not want to work. 

d. when he applies for it. 

1.6. The Social Security Administration is: 

a. a part of the IRS. 

b. a federal agency which administers the social security funds, 
employed by your employer, 
all of the above. 

1.7. The Social Security Administration: 

a. decides the eligibility for social security benefits. 

b. decides the amount of income tax of the employer. 

c. decides how much you have to pay for your income tax. 

d. administers federal income tax. 



1.8. The W-4 Form: 



a. contains information about jobs. 

b. is the employer's withholding allowance certificate. 

c. is the employee's withholding allowance certificate. 

d. none of the above. 

1.9. Your social security tax withholding: 

a. will be used to pay social security benefits to you when you become 
eligible. 

b. will be used to pay social security benefit to the employer. 

c. is necessary because the federal government needs money to pay for 
its services. 

d. all of the above. 

1.10. The W-4 form determines: 

a. your income after tax. 
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b. how much your employer has to pay you every month. 

c. when you will receive social security benefits. 

d. how often your employer pays you. 

2. Fill in each of the blanks with the best word below. 



claim 

withhold 

social security 

benefits 

identification 

contribute 

credited 

Exemple: 

The employer has to _ 
employee, (contribute) 



earnings 

dependents 

collects 

disabled 

insurance 

legal 

payroll 



to the social security fund of each of its 



2.1. Your take home pay depends on how many or 

allowances you . 

2.2. The Internal Revenue Service the tax withholdings 

from the employer and deposits the tax in special funds. 

2.3. Your employer will from your pay the appropriate 

amount of money for social security and income taxes. 

2.4. Your employer will deduct social security tax from your . 

2.5. When you retire at 62 years of age or older, or if you become 

and can no longer work, you may receive from Social 

Security. 

2.6. Income earners have to to Social Security funds for 

future benefits. 



2.7. Health is used to pay for health care costs. 

2.8. The W-4 form is a form. 



2.9. Your social security tax is to your social security account. 

2.10. If you work for a company and get pay, you are on its 
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3. Fill in each of the blanks on the left column with the best answer on the right 



column. 






3.1. 


spouse 


a. 


husband or wife. 


3.2. 


administer 


b. 


payments or services provided in 
case of disability, sickness or retirement. 


3.3. 


eligible 


c 


something to do with the central 
government. 


3.4. 


income 


cl 


to place money in a bank. 


3.5. 


deposit 


e. 


cost. 


3.6. 


expense 


£ 


to be in charge or manage. 


3.7. 


payroll 


& 


based on the law. 


3.8. 


benefits 


h. 


to pay for a purpose such as social security 
tax. 


3.9. 


account 


i. 


qualified. 


3.10. 


federal 


• 

J* 


money earned. 


3.11. 


contribute 


k* 


list of employees receiving wages or 
salaries. 


3.12. 


legal 


1. 


a bank record of deposits and 
withdrawals. 


3.13. 


disabled 


m. 


request; ask for. 


3.14. 


. IRS 


n. 


a federal government agency collecting 
taxes. 


3.15. 


apply for 


0 . 


unable to work or perform certain tasks. 
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LESSON 8 

READING THE W-2 STATEMENT 



I. Text Overview 

In this lesson, students will examine the W-2 statement and the information 
it contains. 

Initially, students will learn about the general purpose of the W-2 statement 
and its relationship to the student's paycheck. Thereafter, students will examine 
specific numbered boxes to understand the figure in each box, and determine if the 
deductions from the paychecks throughout the year are properly summarized on 
the W-2 statement. 



II. Keys Words and/or Phrases for Discussion 



Earnings 

Employer's Identification 
Number (EIN) 

F.I.GA. 



Internal Revenue Service 
(Also known as the I.R.S.) 
Medicare 
Medicare benefits 
Non-taxable 
On your behalf 
Pension plan 
Salary vs. wages 

Special purposes 
Tax return 



Income, what you make on your job or business. 

This number is given to each employer for 
identification purposes. 

Federal Insurance Contributions Act which requires 
contributions from employees and employers for 
social security benefits. 

A federal agency in charge of collecting income and 
social security taxes. 

Health care program paid for by the U.S. government. 
Health care benefits provided by the U.S. government. 
You do not have to pay tax. 

In your name and for you. 

A plan of contributions for the purpose of retirement. 
Salary is usually calculated on a monthly or yearly 
basis, but wages are paid on an hourly basis. 

Specific reasons 

The declaration of income, expenses and deductions 
for tax purposes. Each individual with an annual 
income exceeding a certain amount of money has to file 
the tax return each year. The deadline for filing the tax 
return is April 15. Filing after this date is subject to 
heavy penalty and interest. 




8-1 



Title 



Unemployment 

compensation 



Name; headline. 

The benefit received as a result of unemployment. 



W-2 Wage and Tax 
Statement 



A summary of earnings and deductions for one 
year from January 1 to December 31. 



III. Teaching Suggestions 

The following are suggested steps to teach each lesson, but of course the teacher 
should use whatever techniques he/she feels comfortable with: 

1. first, the student should be given enough time to skim over the whole 
lesson in order to have some ideas about the contents of the lesson; 

2. using simple language, summarize the main theme(s) of the lesson as 
well as its objectives; 

3. encourage the student to study the Key Words and Their Laotian 
Translations; 

4. teach the lesson using different techniques such as the use of synonyms, 
antonyms, prefixes and suffixes, oral and written practices of key vocabularies 
and concepts, information questions with "what," "who," "why," "when," 
"how," etc. Furthermore, capitalize on already learned vocabularies , 
grammatical structures and concepts in teaching new vocabularies and 
concepts in a meaningful context, using examples or sentences to make the 
point or explain the lesson; 

5. review what has just been taught; 

6. go over the Phrases for Discussion; 

7. administer tests and give feedback as soon as possible; 

8. praise the student for his/her effort to learn. 



LESSON 8 



READING THE W-2 STATEMENT 



I. Objectives: 

In this lesson you will examine the W-2 Wages and Tax Statement, known as 
the W-2 form or W-2 statement, and upon completion of the lesson you should be 
able to: 

1. Understand the purpose of the W-2 statement; 

2. Understand the information on the W-2 statement; 

3. Know what to do with the 4 copies of the W-2 statement that you 
receive from your employer every year. 

II. Key Words and Their Laotian Translations 

Compensation 

Gwen expected to receive compensation for the extra hours that she worked. 

Deduct (to) tnnaan 

The government deducts a good percentage of every person's paycheck for tax purpos< 

Earning QTtAci 

See lesson #7 

Education muBna*! 

A good education leads to a good job. 

Examine (to) SlSUtpJU 

Dr. Green examined the patient's broken arm. 

f.i.c.a. 

F.I.GA stands for Federal Insurance Contribution Act which deals with 
social security. 

* 

File (to) tannssnuaUffiAS 

Every year, every working citizen must file a tax form with the IRS. 

Income 

See lesson #7 
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Insurance dthDflJU 

See lesson #7 

i 

Medicare JuHtn 

Joe’s grandparents receive Medicare w hich pays their medical bills. 

Pension itfjthinu 

My grandfather received a good pension a fter he retired from his job. 

Purpose £13*lJUJlJ3?r) JLHU 

The purpose of the letter was to inform us of her decision. 

Record tfimn 

My doctor's office has a file of all of my medical records. 

Retirement mUSSJiriUldjtJ TinU 

Many people look forward to retirement o n their 65th birthday. 

Subject tJIOS 

Andrea’s favorite subject in school is science. 

Switch (to) ^)U 

Nora switched a chicken for the turkey and hoped that nobody would notice. 
Taxable n33l^j?J c l§ 

You only have to pay the sale tax on taxable items such as bicycles and toys. 

Tip l5u?3lSJO 

It is customary to leave a tip equivalent to 15% of your bill for the waitress. 

i 

Title tnintnmu 

Her title at work is Senior Vice-President. 

Unemployment 0 o l33°lll 

Because Mark cannot find a job, he has been collecting unemployment checks. 

Withhold (to) ?nn33n\S 

See lesson #7 

III. Reading the W - 2 Form 

As you have already learned, each time you are paid, your employer is 
required to withhold certain taxes from your paycheck. These taxes are based upon 
the information you provided on your W-4 form. They include the withheld taxes 
known as F.I.C.A (social security tax), federal tax, state tax and local tax (city, town, 
etc.). On your behalf, the employer then has to pay these taxes to different 
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government agencies: the social security. Medicare and federal taxes go to the 
Internal Revenue Service, a federal agency also known as the I.R.S.; the state tax 
goes to the state and the city tax to the city. But at the end of each year it would be 
very difficult to remember how much money your employer has deducted from 
your paychecks, especially if you switch jobs. 

The W-2 Wage and Tax Statement commonly known as the W-2 form is the 
form which shows all the deductions. The law requires each of your employers (if 
you work for more than one employer) to give you a W-2 form by the end of 
January each year. Among other things, this form contains the name of your 
employer, your name, your social security number and your address. On this W-2 
form your employer also provides you with all of the important information about 
how much you were paid during the past year and how much your employer 
deducted from your earnings for different taxes (social security. Medicare, federal, 
state, local, etc.). 

Your employer must give you more than one copy of the W-2 form. This is 
because when you file your tax returns you must send, along with these returns, 
one copy to the I.R.S., one copy to the state government and one copy to the local 
government such as the city or the town where you work. Finally, one of the copies 
will be for your records. 

You will also notice different dollar amounts listed in different boxes on the 
form. The title of each box tells you what the amount is for. 

Box #10, titled wages, tips, and other compensation, represents the total 
amount of your income for the year. To get the total withholdings, you add the 
following boxes: Box (9) Federal income tax withheld. Box (11) Social security tax 
withheld. Box (15) Medicare tax withheld. Box (18) Other, Box (24) State income tax, 
and Box (27) Local income tax withheld. Box (12) Social security wages tells you the 
amount of your earnings that is taxable for social security benefits. Box (14) 
Medicare wages and tips lists the amount of earnings that is taxable for Medicare 
benefits. Please notice that the amount listed in Box (21) Local wages, tips, etc. is not 
necessarily the same as the amount listed in box (10) because a certain amount of 
money from your income has been withheld by your employer for special purposes 
such as your pension plan or health insurance. This withheld money is non-taxable. 
The following is a sample of the W-2 form for you to examine: 
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I ComtoiHunoif 



OM 0 No. 1545-0008 



) • idmlilxititA Nanbti 


1 |*pia|ii 1 Stan Nimbu 


\«&l ya* 1 S»b»o Va* 

□ □ □ 3 □ □ 


1 Aitomid lipi 


1 AtaVHI |lCrajflil"l 


id *a|ti. hft. OlMr Comptniaiio* 


11 Saoal StcoMr lai bi«aill 


11 saoii SfCwn'r wigt* 


H Social Sit **H| l«t 


II 


If Sim li*cam lu 


II Sim wifti, lift. lie. 


II Mini it Stall 


W toe •< I'Kaml lit 


tl total wagt*. iipt. l»c 


tl Mam ll latiMf 



! iw pi Of U I Nlmi. A III Ml. a*l Zll Call I 



I IwplQjn | litiii iKWTrif fiwui ~ I njjiil Incoml la* *nw»l 

HI l Kami. Ad6lll. an! ZIP tod* - 



Form W-2 Wage and Tax Statement 

36-251 5032 *** I'M 



f opr n To bi W«d *»Uh antplofii • I EDlNAl. la* taiutn Orpi'IntM a< iM ln»iw»f 

hi* Inloimallon I* balnj lurnlihtd lo lha tniamal flatanwa Sanrlei ImImmI ftt»i*wi Sw*ki 



IV. Phrases for Discussion 



Employer 1 a Identification 
F.I.C.A. 

Internal Revenue Service 
Medicare benefit 
Non-taxable 
On your behalf 



Number (EIN) 1031 JsO 3H 02J §SCnJ3y#33 

W3§sj&a83i3ua3fiju 

(irs) ?^333i c njw c iSw e )y c lii 

» • 

w s» v t ^ v o $i \ ci v *i 31 a 3 31 3 li s x\ *j 3 li vi i a) a 3 tn ju 
?jfi33i^j2»ni 

u 

Huimn^iss 



Pension plan 
Salary vs wages 



^n33131lltfj?j 311311 

l 

133131118311 tnSi3ii^o^U3 



Special purposes 
Tax return 

Unemployment compensation 
W-2 Wage and Tax Statement 



ao3JUj^3tnjU3y£)i3a 

» 

1311^3833811 

l3u§CH§U033331l 

\J XJ 

°[ v ef 3 0 11 a 3 v \ q u a t °l v ef 3 0 11 u 3 8 



PRESENTATION OF THE W-2 FORM 

The employee must indude a copy of the W-2 form when he/ she mails his 
tax rehum to the IRS and to the state or to the local government. Also he/she keeps 
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BEST COPY AVAILABLE 



one copy for himself/ herself. On the W-2 form, one finds important information 
printed in numbered boxes (all W-2 forms from all employers are numbered in the 
same way). The following is the discussion of the most important boxes: 

Box 2: Employer's Name, Address, and Zip Code 



Box 3: 


Employer's Identification Number - Every employer must 
have an identification number. This number is given by 
the IRS. 


Box 5: 


Employee's Social Security Number 


Box 9: 


Federal Income Tax Withheld - The taxes taken 

out of the employee's income and paid directly to the IRS. 


Box 10: 


Wages, Tips, Other Compensation - The total 
amount of money earned by the employee. 


Box 11: 


Social Security Tax Withheld - The taxes taken out of the 
employee's income to pay social security benefits and 
support insurance programs for people 65 and older. 


Box 12: 


Social Security Wages - The maximum amount of the 
employee's income that can be taxed to pay for social 
security benefits. 


Box 14: 


Medicare Wages and Tips - The total amount of earnings 
that can be taxed for Medicare benefits. 


Box 15: 


Medicare tax withheld - The total tax withheld for 
Medicare benefits. 


Box 18: 


Other - Other deductions such as retirement, 
unemployment compensation tax, etc. 


Box 23: 


Benefits included in Box 10 - Benefits other than earnings. 
These benefits are taxable. 


Box 24: 


State Income Tax - Total state tax withheld. 


Box 25: 


State Wages, Tips, etc. - Total earnings subject to state tax. 


Box 27: 


Local Wages, Tips, etc. - Total local tax withheld. 



V. Tests 



1. Look at the following W-2 form, then circle the best answer. 



1 Control Human 

OMB No. 1545-0009 


t Imptoytr t Ntmi. AJSiin. and ZIP Code ^ 

John's Grocery .Store 
7876 Heaven Road 
Dreamtown, Conn. 19024 


i fcmploy et s Idtnhhcaiion Human 

32-5551212 


4 employer S S»tli HumOtr 


S, 5 tit. Oecnwd Lnat pi Subtotal V3»i 

tmciCyW fift. imp 

□ □ □ □ □ □ 


1 Allocated l»ps 


I Advance UC Paymirn 


1 tmplojtt i Socol Sku.iI; Hvmftir 1 f ttftiti Incomi I *. Ktinntld 

800-11-1234 220 


Id mjM. bps. OtNtr Compensation 

2,500 


II S oe*ai Security tie Withheld 

75 


It imptojti t hami. Address. and HP Code 

Paul Cox 

283 A Sunshine Boulevard 
Moorilight, Conn. 19023 


U Socul Security Wages 

2,500 


H Social Secvuty lipi 


IS 


If Sim Income 1 u 

57.16 


II Suit wagei. bps. tic. 


II Nimi .1 Suit 

Connecticut 


lacgl^nco^Ia* 


tl Local wagei. bps, Itc 


)l Himi ol Locality 

JL - . .1 


Form W-2 Wage and Tax Statement 



3 Copy D To be find •mptoyiri f f.DEnAt. Ui Mlurn Ofpa«mt"l oi IM lnaiv»y 

3 S> 2 5 1 5032 APP. W Ihfi fnloimilton li bolng luinlihid lo Ihi Intirnal Rot mut $ a nr lea mt if nit fle*im/i S»**Ui 



Example: 



How much is the employee's state income tax? 



a. $67.25 

b. $75.00 

c $57.16 (Correct answer) 

d. None 



1.1. What is the employee's Social Security Number? 



a. 32-5551212 

b. 800-11-1234 

c 787-88-6666 

d. None of the above. 



1.2. What is the employer’s name? 



a. W-2 Wage 

b. Paul Cox 

c John's Grocery Store 

d. None of the above. 
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1.3. How much social security tax was withheld? 



a. $220.00 

b. $ 2,500.00 

c. $75.00 

d. All of the above. 

1.4. The employer's identification number is: 

a. 5-2340 

b. 32-5551212 

c. 100 First St. 

d. None of the above. 

1.5. What is the Federal income tax withheld? 

a. None 

b. $2,500.00 

c. $230.00 

d. $220.00 

1.6. What is the employer's state number? 

a. 510 

b. 5-2340 

c. 787-88-6666 

d. I do not know. 

1.7. What is the employee's total income? 

a. $2,500.00 

b. $25,000.00 

c. $220.00 

d. $2,200.00 

1.8. What are the social security wages? 

a. $2,500.00 

b. $75.00 

c. $220.00 

d. I do not know. 

1.9. What is the employee’s local income tax? 



ERjt 
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a. $230.00 

b. $220.00 

c. $75.00 

d. None of the above. 

1.10. What is the employee's zip code? 

a. 19141 

b. 19022 

c 19001 

d. 19023 

2. Circle the best answer. 

Example: 

The W-2 Wage and Tax Statement: 

a. is known as the W-2 form. (Best Answer) 

b. shows the monthly salary. 

c. is not an important document. 

- d. lists the name of your bank. 

2. 1. The money paid for the job done for the entire year is called: 

a. income tax 

b. wage 

c. tip 

d. salary 

2. 2. When will you receive the W-2 form? 

a. every month. 

b. every two weeks. 

c. by the end of January each year. 

d. none of the above. 

2.3. The W-2 form copies are given to the employee so that he/ she: 

a. can file the tax return. 

b. understand his/her total earning and deductions. 

c. can keep a record of total earning and deductions for the year. 

d. all of the above. 
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2.4. The W-2 form contains information about the total withholdings for: 



a. the F.I.C.A. tax. 

b. the local tax. 

c the Medicare tax. 

d. all of the above. 

2.5. The employer is required by law to give you: 

a. a salary increase every six months. 

b. the W-2 form copies every year. 

c good recommendations for your job. 

d. tips. 

3. Fill in each of the blanks on the left column with the best answer on the right 
column. 



3.1. payment to an unemployed worker 



a. salary 



3.2. a declaration of income, expenses and 

deductions for tax purposes. 

3.3. pay on an hourly basis. 

3.4. a statement of income and deductions 

needed for tax return. 

3.5. you lost your job and do not work. 



h pension 

c. unemployment 
compensation 

d. tax return 

e. wages 



'3.6. you are over 62 and do not work 

anymore. 

3.7. a fixed sum of money paid regularly 

to a person during his retirement. 

3.8. that can be taxed. 



f. retirement 

g. unemployment 

h. taxable 



3.9. money given as an appreciation for a L 

particular service or reason such as 
in restaurants or hotels. 

3.10. pay calculated on a monthly or yearly basis, j. 



tip 



W-2 form 



Teacher's Guide 



LESSON 9 

READING A PAYCHECK 



I. Text Overview 

In this lesson, students will learn how to read and interpret the standard 
paycheck and stub. 

Initially, students will examine how their total pay is calculated. Examples 
will include flat salaries as well as hourly rates. 

Thereafter, students will look at the concepts of gross pay, net pay and the 
various deductions. Each deduction will be discussed, so that the students 
understand the purpose of each deduction, and the benefits derived from the 
deductions. 



II. Keywords and/or Phrases for Discussion 



A lot of 
Consist of (to) 
Department 
Gross pay 
Net pay 
Overtime (OT) 
Overtime rate 



Paycheck 
Payroll check 
Pay period 



Pay stub 

Regular hourly rate 

Regular time 
Year to date 



Much; many; plenty. 

Composed of; made up. 

Division, section. For example: accounting department. 

Pay before taxes and deductions. 

Pay after all taxes and deductions. 

Time in excess of 40 hours a week. 

The amount of money paid to the employee for each hour 
over 40 hours a week. The overtime rate is usually 1.5 
times the regular hour rate. For example, if the regular 
hourly rate is $6.00, the overtime rate is $9.00. 
check in payment of wages or salary, 
check issued to pay salaries or wages. 

The amount of time from the first to the last day of the 
period for which you are paid. It can be one week, two 
weeks, or a month. 

The part of the check that contains information about 
earnings, deductions, pay rate, gross income, net income, etc. 
The amount of money paid per hour if you do not work 
more than 40 hours a week. 

Time within 40 working hours a week. 

From the beginning of the year to now. 




9-1 



III. Teaching Suggestions 

The following are suggested steps to teach each lesson, but of course the teacher 
should use whatever techniques he/ she feels comfortable with: 

1. first, the student should be given enough time to skim over the whole 
lesson in order to have some ideas about the contents of the lesson; 

2. using simple language, summarize the main theme(s) of the lesson as 
well as its objectives; 

3. encourage the student to study the Key Words and Their Laotian 
Translations; 

4. teach the lesson using different techniques such as the use of synonyms, 
antonyms, prefixes and suffixes, oral and written practices of key vocabularies 
and concepts, information questions with "what," "who," "why," "when," 
"how," etc. Furthermore, capitalize on already learned vocabularies , 
grammatical structures and concepts in teaching new vocabularies and 
concepts in a meaningful context, using examples or sentences to make the 
point or explain the lesson; 

5. review what has just been taught; 

6. go over Phrases for Discussion; 

7. administer tests and give feedback as soon as possible; 

8. praise the student for his/her effort to learn. 
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LESSON 9 



READING A PAYCHECK 



I. Objectives: 

In this lesson, you will examine the information contained on the 
paycheck and pay stub, and upon completion of this lesson you will be able to: 

1. identify the various items found on the pay stub; 

2. understand the various deductions listed on the pay stub; 

3. determine how gross and net pays are calculated; 

4. understand the importance of reviewing each paycheck and 
maintaining records of previous pay periods. 



II. Key Words and Their LaotianTranslations 

Amount 'D'lUOU 

The amount on Regina's paycheck was smaller than she had hoped for. 
Calculate (to) OcAq 

An accountant is able to calculate your tax return quickly. 

Cash (to) UOn,^JU 

Brenda always cashes her paycheck at her employer' s bank. 

i 

Check c ltJa39 c ie)l31l 

It's better to cash a check at a bank than at a check cashing place. 

Current 

Jackie's current job is that of a secretarial assistant. 

Deduction muflCuSu 

A payroll deduction is an amount of money taken out of your paycheck. 
Department ttlllin 

The shoe department at Macy's is hiring sales representatives. 

Gross ^3tnjUQ 

The government wants to know your gross income. 
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I 

Hourly 

Jim earns an hourly wage of $6.75 

Insurance tftJlUWCJ 

See lesson #7 

\J i 

Item §U,3U53 

You are allowed 10 or less items i n the express lane at the supermarket. 

Net STCinO 

The government deducted a large portion of Margie's paycheck therefore her net 
pay was small. 

Overtime (OT) 0031033 

John got a bigger paycheck this week because 10 overtime hours. 

Paycheck l^m^U03tJ03tn333U 

At my job, we receive a paycheck every 2 weeks. 

Period ournSci 

A pay period can be anywhere from a week to a month. 

Retirement 3131J333irillltfj?j31l31J 

See lesson #8 

Salary I^UIQSU 

Timothy earns a salary of $450.00 a month. 

Savings 3t§jU 

Carol puts 5% of her income into her saving s. 

XJ 

Stub §Ultfl33 

Your pay stub lists all the deductions taken from your gross income. 

Voluntary 33030031 

Paula does not get paid for her work because it is voluntary . 

III. Reading a Paycheck 

Each time you receive a paycheck, also known as payroll check, you will find 
that it contains a lot of very important information. The paycheck describes how 
your employer calculated the amount of your paycheck. It also lists the total 
amounts of earnings and deductions for each particular period called the pay period, 
and also from the beginning of the year to the date of the paycheck. The pay period 
can be one or two weeks or a month. Since the information is contained in die 
paycheck, it is necessary that you understand exactly what all of this information 
means. 
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In most cases, your paycheck consists of two (2) parts: the actual check and the 
pay stub. This check represents the amount of money available to you after all 
the deductions during the pay period. The amount on your check is your net pay. 
You can cash the paycheck by presenting it to a bank or a cashing place, or you can 
deposit it in your bank account. In both cases, you have to sign or endorse the check 
by putting your signature on the back of the check. 

When you cash the paycheck, the bank or check cashing place does not need 
the pay stub. However, you should keep the pay stub because it contains a lot of 
very important information about your earnings and all deductions. This 
information helps you understand how your net pay was calculated. 

In examining the pay stub, you should first examine it to see if the proper 
amount for the current pay period has been paid to you. 

To calculate your current net pay, you must first determine what your 
current gross pay should be. If you are paid on an hourly basis, you must multiply 
the number of hours worked during the pay period by the pay rate per hour. For 
example, if your pay period is one week, and if you worked forty (40) hours, and 
your regular hourly rate is six (6) dollars per hour, then your gross pay will be 
calculated as follows: 

Gross pay: 40 hours x $6.00 = $240.00 

If you work more than forty (40) hours during the week, you are entitled to 
overtime pay. The hourly overtime rate is higher than your regular hourly rate. 

The overtime rate can be as much as 50% higher than the regular rate. This rate is 
called "time-and-a-half." For example, if you get $10 an hour at the regular rate, your 
overtime rate can be as high as $15.00 an hour. However, overtime pay only applies 
to the number of hours exceeding 40. In other words, if you worked a total of 45 
hours during the week, the overtime rate only applies to 5 hours, and the other 40 
hours will be paid at the regular rate. The following calculations will demonstrate 
the point discussed here: 

40 hours x $10.00 an hour = $400.00 (regular pay rate) 

5 hours x $15.00 an hour = 75.00 (overtime rate) 



Total earning: $475.00 

If you are paid the same amount each pay period, it is not necessary to 
perform any type of calculation to figure your gross pay, which is usually referred 
to as your "salary." 

In either case, in order to determine your net pay, you must subtract all of 
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your current deductions from your gross pay. These current deductions are all of 
the different taxes, social security withholding, and any other deductions such as 
insurance, savings or retirement that are deducted from your gross pay. This result 
will be your net pay, and you should make certain that this same amount is on the 
front of your paycheck, written out in words and in numbers. 

The other information represents the total amount which you have been 
paid during the year. This information is called "year-to-date" information. The 
year to date information includes the totals of all of your income and deductions, 
both individually and in total for the year. Although some of the calculations, such 
as the various taxes, may be difficult for you to calculate, in most cases it is easier to 
total the other items such as insurance or savings deductions. Since these 
deductions are usually voluntary and of great value to you and your family, it is 
important that you review these calculations on each pay stub. 

It can also be very helpful if you keep the pay stub from each one of your 
paychecks. You should find a safe place in your home, and keep the stubs in good 
order. In this way, should you ever find a mistake in your pay or deductions, it will 
be easier to explain the mistake to your employer with the use of your previous pay 
stubs as examples. 

IV. Phrases for Discussion 
a lot of ?na*ion9*i 



Consist of (to) 



Check stub 



Sui^n 

1^00*131 



Current earnings 




Employee number 
Gross pay 
Net pay 
Overtime rate 



Pay rate 



Pay period 



iQntnmyfi 113*111 

i 

1 3 u ^ v *1 y r\ 3 u an 8 

i 

1 3 li o n v ?h m 33 u *18 
0*13*13303103*1 
ri*i 5 cio*iCH 3 U 
o*i 3*13 



Pay stub 






PAYCHECK 



Payroll check 


i s>n 1 3 u tn *i 3 *i u v\ *i v J t i 


Period beginning 


ocuSunu 


Period ending 


^>ci 5 u 


Regular hourly rate 


1 

a*i$*i3§9^U3tfuJUicn 


Regular time 


losntfmjtcn 


Time-and-a-half 


• i 

10^*133^1613 


To the order of 




Year-to-date deductions 


tffnssmfJs&Ji) 


Year-to-date earnings 


q *i o \ ci vi 3 tn 13 cu f\ 3 Su 3 


Year-to-date net pay 


3nu\fif\ijD3U f iiiiT\3Sii 


Year-to-date 





PRESENTATION OF A PAYCHECK AND A PAY STUB 

The following is a sample of a paycheck and a pay stub: 

Paycheck 



TODCO 




56-542 

423 CHECK 


No. 1699 


12 Sccuntl St. 
City, Minn. 


MY BANK 
City, Minn. 


0ATE 


AMOUNT 


Pay 








TO THE 

ono:n 








Of 









»: 2? 1 1? 275*,*: H" , OOE > 2 *.0 ,M ?"’ 
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PAY STUB 



The following are terms and phrases commonly found on the pay check: 



1. TODCO 

2. "To the order of" 

3. Pay 

4. Logan Bank 

5. No. 

6. Date 

7. Amount 

8. Signature 



Name of the company (employer). 

The name of the person who is entitled to cash the 
check. 

The amount of the check (net income). 

The name of the bank. 

Check number. 

Date when the check was issued. 

Amount of the check; same as net income. 
Signature of an official of the company (employer) 
who is authorized to sign the check. 



Pay stub 



TODCO — , 


.No. 1699 


.... luaOUIMUl lOClAtSieUAMTNO 


flAOOBIQ riWOOlNO 


1699 

CmIC* nO 


EARNINGS 




CUAAtMt AMOUNT 


1 £aA TO DAtl 


DEDUCTIONS 


CUR? fit A WO UN! 


1L*A TO CAU 


Regular Time 








Federal W.H. Tax 
F. I . C . A . 

State W.H. Tax 
Insurance 










CuamhT OCOuCV 


.0*1 KIN, t *»— C« CIOuCiCM 


’ 11*11 too**f 
N(l Ml 


L 1 — — — — — — — 



The following are terms and phrases commonly found on the pay stub: 



1 . 

2 . 



3. 



4. 

5. 



Pay rate 

Current earnings 



Current deductions 



Net pay 

Year-to-date earnings 



Amount you earn per hour. 

Total amount of money you made from the first 
day to the last day of the pay period. The pay 
period can be one week, two weeks or a month. 

Total amount of money taken from your income 
from the first day to the last day of the pay period 
for taxes and/or other purposes. 

Total amount earned after deductions (take-home pay) 
Total amount of earnings from the beginning of 
the year to the end of the current pay period. 
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6 . 

7. 

8 . 



9. 

10 . 
11 . 



12 . 

13. 

14. 

15. 

16. 



Year-to-date deductions 
Year-to-date net pay 



No. 

Check number 
Period Ending 
Period beginning 
Social Security No. 
Employee Name 
Dept. 

Employee No. (number) 
Regular time 



Total amount of deductions from the beginning of 
the year to the end of the current pay period. 

Total amount of earnings after deductions (or take- 
home pay) from the beginning of the year to the 
end of the current period. 

Check stub number; same number as on the check. 
The number of the check (1699). 

The last day of the pay period. 

The first day of the pay period. 

The social security number of the employee. 

Name of the employee entitled to cash the check. 
The department where the employee works 
The number assigned to the employee by the 
company. 

Number of hours worked during the pay period. 



Exercise 1 



EXERCISES 



Bob's regular pay rate is $10.00 per hour. If Bob works over 40 hours a week, 
his overtime pay rate is $15.00 per hour. During the last pay period. Bob 
worked 45 hours. 

How much did Bob get for the overtime? $ 

How much was Bob's gross pay ? $ 



Exercise 2 



During the pay period of February 1 - 14, 1993, Nancy ’s gross earning was 
$1,850. Her payroll deductions include the following: 
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Federal tax withheld : 12% of the gross income: 
State tax withheld: 1.5% of the gross income: 

City tax withheld: 2.75% of the gross income: 
Insurance contribution: .5% of the gross income: 



$ x =$_ 

$ x =$_ 

$ X =$. 

$ X =$. 



How much was her net pay? $ 



V. Tests 

1. Look at the pay stub below, then answer the following questions. 



l CiAlfSlIivnSU 

OM9 No. 1$4$*0008 


I 1 H»mi. AJJmi. tnj C:<i _ 


) lT-? : 9yti 1 lotnitlicii'On Mwmoit 

32-5551212 


1 t'npicj li * Smi tomtit 


John ,s Grocer) ocore 
7876 Heaven Road 
Dreamtown, Conn. 19024 


* Sm. Oecriwd tfl 1 * >1 Svbteial VtU 

^ — 

□ □ □ □ □ □ 


1 AJtOCIttd tips 


1 Afi.mti IIC t i/minl 


1 ImployM 1 Sscul iKvnlf Hvm&if 1 f (dot InComi W.lhMld 

800-11-1234 220 


Id Itpi. Oil'll Compti»SII»0« 

2,500 
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Example: 

What is the name of the employer? (Metan) 

1.1. What was the last day of the pay period ? 

1. 2. How many hours did this person work during the pay period? 

1. 3. What is the year to date net pay on the stub? 

1.4. How much money was taken out for federal income tax? 

1.5. How much money was taken out for state income tax? 

1.6. What is this person's employee number ? 

1.7. How much did this person earn from the beginning of the year to the 

end of this pay period? 

1.8. How much has been withheld for the year? 

1.9. What is the regular pay rate of this person? 

1.10. How much did the person make after the tax deductions during this 

pay period? 

2. Circle the best answer. 
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Example: 

The pay stub : 

a. can be deposited in a bank account. 

b. can be cashed. 

c contains information about earnings and withholdings. (Best 
answer) 

d. indicates how well the employee does his/her job. 

2.1. The information on the above pay stub describes : 

a. the tax deductions. 

b. the net pay. 

c the gross pay. 

d. all of the above. 

2. 2. The net income can be calculated by: 

a. subtracting the gross income from the federal tax. 

b. subtracting all deductions from the gross income, 
c adding together all of the deductions. 

d. none of the above. 

2.3. The phrase "year to date earnings" refers to: 

a. the net income for the present pay period. 

b. your income for this entire year. 

c your deductions for the present pay period, 
d. the total income from the beginning of the year to the end of the 
current pay period. 

2.4. Federal withholding tax is the money: 

a. the employer deducts from the pay check for retirement. 

b. the employer deducts from the paycheck to support the state 
government. 

c the employer deducts from the paycheck to support the U.S. 

government, 
d. all of the above. 

2.5. Your "take-home pa/' on your paycheck is your: 



9-11 



a. gross income. 

b. net income. 

c. tax deductions 

& none of the above. 

3. Fill in each of the blanks on the left column with the best answer on the right 



column. 






3.1. 


gross income 


a. 


taxes used by your state government. 


3.2. 


net income 


h 


your take-home income. 


3.3. 


state income tax 


c 


your income before deductions. 


3.4. 


social security tax 


d. 


a number given to the employee by 
the employer. 


3.5. 


employee number 


e. 


a deduction which will be returned to 
you when you retire. 


3.6. 


overtime 


£ 


how much is paid for an hour. 


3.7. 


regular pay 


& 


time in excess of 40 working hours a 
week. 


3.8. 


"pay to the order of " 


h. 


total earnings from the beginning of the 
year to the last day of the pay period. 


3.9. 


"year-to-date earnings" 


L 


the pay for the working time within 40 
hours a week. 


3.10. pay rate 


• 

)• 


a statement indicating that the person is 
eligible to cash the check. 
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Teachers Guide 



LESSON 10 

HOW TO USE AND RECONCILE 
CHECKING ACCOUNTS 



I. Text Overview 

In this lesson, students will learn how to use and properly maintain a 
personal checking account. 

The lesson will begin with a review of the general rules that govern checking 
accounts. Students will then examine the proper procedures for making deposits 
and writing personal checks. Special emphasis will be placed on the proper 
maintenance of an account record, and the importance of recording deposits, checks 
and any other transactions or expenditures in the check register. 

The concluding portion of this lesson will cover the necessity of properly 
reconciling a personal checking account, and the procedures to complete the 
reconciliation. This will serve not only as a review of the entire lesson, but also to 
develop the skills necessary to enable die student to make full use of the bank's 
services. As such, it is hoped that the student will have enough confidence to 
inquire about the procedures that he/she may not understand, and to discover 
possible errors that can be found in his/her account. 



II. Key Words and/or Phrases for Discussion 



As a result of 
Bank statement 

Blank check 

Book of checks 
Canceled check 
Check register 



Checking Account 



Because of; as a consequence; resulting from. 

A monthly report of all transactions such as deposits and 
withdrawals 

A signed check with blank spaces: the name of the payee 
and the amount 

A set of unsigned checks bound together like a book. 

A check paid for, and then voided, by the bank. 

Usually a booklet for recording the information on issued 
checks such as check numbers, dates, amounts of money 
paid or deposited, and names of the payees, etc. 
a bank account mainly for the purpose of paying bills or 
expenditures. 
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Cover the check (to) 
Deposit receipt 



Deposit slip 
Deposit ticket 
Ending balance 



Insufficient funds 

Keep track of (to) 

Schedule of service 
charges/fees 
Service fee 



To have enough money in the bank account to pay for the 
amount on the check. 

A piece of paper showing the amount of money you 
deposited in your bank account and the date you made the 
deposit. The receipt is for your records. 

A small form that you fill out when you make a deposit. 
Also known as deposit slip. 

The amount of money available in your account at the 
end of the bank statement period which is usually a 
month. 

There is not enough money to pay for the check(s) you 
signed. 

To maintain a record of; to follow and/or to know about 
what is going on. 

A listing of different types of services and how much each 
service costs. 

The expense or cost for the service. 



III. Teaching Suggestions 

The following are suggested steps to teach each lesson, but of course the teacher 
should use whatever techniques he /she feels comfortable with: 

1. first, the student should be given enough time to skim over the whole 
lesson in order to have some ideas about the contents of the lesson; 

2. using simple language, summarize the main theme(s) of the lesson as 
well as its objectives; 

3. encourage the student to study the Key Words and Their Laotian 
Translations; 

4. teach the lesson using different techniques such as the use of synonyms, 
antonyms, prefixes and suffixes, oral and written practices of key vocabularies 
and concepts, information questions with "what," "who," "why," "when," 
"how," etc. Furthermore, capitalize on already learned vocabularies , 
grammatical structures and concepts in teaching new vocabularies and 
concepts in a meaningful context, using examples or sentences to make the 
point or explain the lesson; 

5. review what has just been taught; 

6. go over Phrases for Discussion; 

7. administer tests and give feedback as soon as possible; 

8. praise the student for his/her effort to learn. 



LESSON 10 



HOW TO USE AND RECONCILE 
CHECKING ACCOUNTS 



I. Objectives: 

In this lesson, you will learn about personal checking accounts. At the 
conclusion of this lesson, you should be able to: 

1. understand the rules which you must follow when you have a 
checking account; 

2. complete a deposit ticket properly, and make a deposit into your 
checking account; 

3. write a personal check correctly and properly record it in the check 
register. 

4. read and understand a bank statement, and reconcile your 
checking account using a bank statement and a check register. 

II. Key Words and Their Laotian Translations 

Advantage 

One advantag e of having a bank account is to be able to pay bills by check. 

Agree (to) ItmJWSJU 

Tom and Marty a greed to meet at one o'clock in town for lunch. 

Balance eJSQlSU 

The balance in her account was $125.49 

Bill 

Our gas bill is usually low so we can pay it as soon as it arrives. 

Bounce (to) 

Maria had no money in her bank account so when she wrote a check it bounced. 
Cancel (to) SmSn 

When you cash a check, the bank cancels it so nobody else can cash it. 



Charge/fee fl9tfl9iyjU 

Since you have maitained enough money in your account, the bank service 
charge/fee is waived. 

Charge (to) ^Qf)9 

The bank charg es fees for its check cashing services. 

t 

Clear (to) llQ§UQJ99nUQO 

Mike deposited a check on Monday, but it won’ t clear until Wednesday. 

i J 

Deposit (to) 199131)129 

Marie always deposits her paycheck into her checking account. 

Falsity (to) WQW9C1 

It is against the law to change or falsify a legal document. 

Forge (to) 

It is illegal to forge or sign someone else’s name on a check. 

Handle (to) 3Qn9D 

Banks handle loan for housing or car and other big items. 

Honor (to) t)9U 

The bank will honor all checks that are drawn from my account. 

Manage (to) “301191) 

Because my secretary is very organized she manag ed the office well. 

i 

Overdraw (to) lt}ni5lUl3U^5) 

Manny overdrew his account because he wrote a check for more money than he had 
in his account. 

Pad l-|]{fn§9DffD 

It's good to keep a pad by the phone to write messages. 

Payee W&J13D 

Since Christina is the payee of the check she can cash it. 

Pending 09309tf 

The check is still pending because it has not been cashed yet. 

Reconcile (to) llll\2 C ltn02U 

Martha reconciles her bank book with the bank statement every month. 

Rule fiasSUJU 

He has to follow the company rules, if not, he will be fired. 
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Schedule 31 e l5cUOO e l 

His normal work schedule i s from 8:00 am to 5:00 PM, 5 days a week. 

Statement C lu3 e )&3 e )U 

Paula’s bank statement shows that she has written 22 checks in the last month. 
Supply StlVlSU 

It is important to have a su pply of checks on hand to pay all of your bills. 

Transaction miU9 e H31H2 e )9971 

Cashing a check is considered a bank transaction . 

Troublesome fitfutmi J102U 

I find it troublesome t o balance my check book because it never comes out right. 

Waive (to) ef3£fua e iy\QUQt c lyef3£fuw c iS 

They couldn’ t afford the application fee so the college waives it. 

III. How to Use Banking Services 

Having a personal checking account can be very helpful and can offer many 
advantages in managing money. However, if you do not understand the bank's 
rules and service charges or fees, and if you do not use your bank account properly, a 
checking account can also be very troublesome and sometimes very expensive. 

Therefore, whether you already have a checking account or you are about to 
open an account, ask a person who works at the bank for a copy of the rules and a 
schedule of service fees or charges for checking accounts. Some banks charge a fee 
for each check you sign but waive this fee if you maintain a certain balance in your 
account. 

A. MAKING DEPOSITS 

When you first open your account, you will receive a book of blank checks 
without your name printed on them. However, about a week later your bank will 
send you a supply of checks and deposit slips with your name on them. The bank 
will charge to your account the cost of this supply. 

The way you put money in your account is to make a deposit To do so, you 
will have to use a deposit slip with your name and your account number printed 
on it. These slips are usually found in the back of your book of checks. A sample 
deposit slip can be found at the end of this lesson. For practice purposes, fill out the 
deposit slip correctly and completely. Make certain that you write the proper dollar 
amount(s) on the slip and the date of the deposit. Add die items of the deposit if 
there are more than one. It is also very important to record the date and amount of 
the deposit in the check register. Keep the deposit receipt which the bank gives you 
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when you make your deposit. The receipt is proof of the deposit and is needed 
when you reconcile your account or if there is a question about the deposit. 

B. WRITING A CHECK OR WITHDRAWING MONEY 

When you write a personal check to pay a bill or to buy something, it is also 
very important that you write the check properly and completely, including the 
name of the payee. An incomplete check could be forged or used in a manner 
which you did not intend. A copy of a sample personal check can be found at the 
end of this lesson. 

Before writing a check, make sure that you have enough money in your 
account to cover the check. If you write a check without enough money in your 
account, the bank will not honor your check because of insufficient funds and will 
return it to you. In this case, your check bounces and your account is overdrawn. 
The bank will charge you a fee for handling the bounced check. This fee or charge 
can cost as much as $30.00 per bad check. 

Always use a pen whenever you write a personal check, . If you write a 
check in pencil, the dollar amount of the check and the name of the payee could be 
erased or changed, or the check could be forged. 

Make certain that the dollar amounts are correct, and that the numbers and 
the written words indicating the amount are the same. Sign and date the check 
properly, and fill all of the spaces properly. Leaving blank spaces on the check could 
also allow someone to change the amount or falsify the check. Finally, before you 
remove the check from the pad, or give it to someone, make certain that you have 
recorded it properly, including the date and amount in the check register. 

C. RECONCILING YOUR ACCOUNT 

Each month you will receive a statement from the bank describing all of the 
transactions which occurred in your account over the past month. This statement 
lists all of the deposits you made to your account, as well as all of the checks which 
you wrote during this period. All of the checks which have cleared your account 
are returned to you along with the statement. 

In order to maintain your account properly, it is necessary to reconcile your 
account. This procedure is very important if you want to know exactly how much 
money you have in your account, which checks are still pending, how much has 
been deposited, and any fees which the bank may have charged you over the past 
month. 

In order to reconcile or balance your checking account, you must first look at 



all of the checks which you have written for that particular month and which have 
been returned to you. These canceled checks should be checked against the 
information recorded in your check register. Next, you must list all of the pending 
checks which you wrote over the past month but have not yet cleared. 

Next, compare the balance in your check register with the "ending balance" 
on the bank statement. It is very likely that these balances will not agree. However, 
if you add all the pending checks and the ending balance on the bank statement, the 
total should be the same as the balance in your check register, and your account is 
reconciled. Remember, reconciling your account is not always easy, and sometimes 
it can take a long time. But if you do not reconcile your account each month, you 
cannot keep track of your money, and sometimes it can become very expensive 
because of a loss as a result of mistakes made by the bank. 

IV. Phrases for Discussion 



As a result of 
Bank statement 
Blank check 
Book of checks 
Canceled check 
Check register 
Checking account 
Cover the check (to) 
Deposit insurance 
Deposit receipt 
Deposit slip 
Deposit ticket 
Ending balance 
Insufficient fund 
Keep track of (to) 
Schedule 
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Schedule of service charges/fees n c int*) c 13fi *1 2J S 31*111 
Service fee % fnu§mu 

V. Tests 

1. Fill in each of the following blanks with T (True/Correct) or F (False/Wrong) 

Example: 

I The bank statement is a monthly report of all bank transactions such as 
deposits and withdrawals. (T) 

1.1. W hen you pay a bill by check you have to fill out a deposit slip. 

1.2. When the bank charges you for writing checks, it is called 

over withdrawal. 

1.3. A check bounces because of insufficient funds in the account. 

1.4. T here is no charge for bouncing a check. 

1.5. Bank reconciliation is a process of checking the accuracy of all bank 

transactions. 

1.6. You have to use a deposit slip to make a deposit in your own account. 

1.7. A payee is the person who pays you. 

1.8. A bank statement lists all the banking transactions over a period of time. 

1.9. The bank does not charge a fee for overwithdrawings. 

1.10. _The account is reconciled if the total of the ending balance on the bank 

statement and the pending checks agrees with the balance in the check 
register. 

2. Fill in the each of the blanks within the best answer. 

Example: 

You have to fill out a when you make a deposit at the bank. 



O 

ERIC 
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a. job application. 

b. pay stub. 

c. deposit slip. (Best answer) 

d. request for information. 

2.1. When you bounce a check, the bank will you. 

a. honor. 

b. manage. 

c. charge. 

d. cover. 

2.2. A lists all transactions at the end of the bank statement period. 

a. deposit slip. 

b. statement. 

c. schedule. 

d. bill. 

2.3. If you have enough money in your bank account to pay for a bill, your check 
will 



I 

I 

I 




a. bounce. 

b. clear. 

c. handle. 

d. reconcile. 

2.4. If you do not fill out your check properly, someone may it. 

a. honor . 

b. charge. 

c. deposit. 

d. forge. 

2.5. If you a check, it will show up on your bank statement. 

a. charge. 

b. falsify. 

c. deposit. 

d. manage. 

2.6. When you receive your bank statement, you should it. 

a. overdraw. 

b. sign. 
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c. waive. 

d. reconcile. 



I 



I 



I 



I 




2.7. When you write a check, make certain that there are funds in your 

bank account. 

a. sufficient. 

b. insufficient. 

c. a lack of. 

d. a schedule of. 

2.8. The bank charges a for over withdrawing. 

a. rule. 

b. transaction. 

c. deposit. 

d. fee. 

2.9. When the bank your bad check, it will charge you for this service. 

a. handles. 

b. falsifies. 

c. signs. 

d. deposits 

2.10. You can write a check to pay a . 

a. book of checks. 

b. a bank statement. 

c. bill. 

d. schedule of fees. 

2.11. Putting money into your account is called making a . 

a. statement. 

b. deposit. 

c. reconciliation. 

d. rule. 

2.12. Depositing and withdrawing money, and writing checks are all examples of 

a. opening a checking account. 

b. bank transactions. 

c. bank statement reconciliation. 

d. balancing the bank account. 
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I 
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2.13. The bank sends you every month, which describes all of your 

transactions. 



a. a schedule of fees. 

b. a book of checks. 

c. a supply of deposit slips 

d. a statement. 

2.14. A is the person or business that you send a check to. 

a. payee. 

b. employer. 

c. payer. 

d. manager. 

2.15. The first step in your bank statement is checking your canceled 

checks against your check register. 

a. forging. 

b. honoring. 

c. clearing. 

d. reconciling. 

2.16. If someone erases or changes any of the information on your check, then the 

check has been . 

a. canceled. 

b. forged. 

c. over withdrawn. 

d. reconciled. 



2.17. If you write a check for more money than you have in your bank account, 
then your account is . 

a. canceled. 

b. closed. 

c. over withdrawn. 

d. covered. 



2.18. The money available in your bank account is your 

a. balance. 

b. deposit. 

c. transaction. 

d. schedule. 
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2.19. The final step in reconciling your bank account is to make sure that the 

"ending balance" the balance in your check register. 

a. agrees with. 

b. does not agree with. 

c. honors. 

d. handles. 

2.20. When you write a check with insufficient funds in your bank account, the 

bank will not it. 

a. bounce. 

b. honor. 

c. waive. 

d. cancel. 



3. Fill in each of the blanks on the left column with the best answer from the right 
column. 



3.1. 


bill 


a. 


A check that has not been cashed yet. 


3.2. 


pending 


b. 


What happens to a check when it is written for 
more money than you have in your account. 


3.3. 


bounce 


c. 


A statement of charges that you have to pay. 


3.4. 


account balance 


d. 


Intentionally making changes to give wrong 
information. 


3.5. 


falsify 


e. 


The amount of money available in your bank 
account. 


3.6. 


clear 


f. 


After the bank has paid for your signed check. 


3.7. 


deposit slip 


8- 


When your bank does not charge you for a 
service that you are supposed to pay for. 


3.8. 


advantage 


h. 


What you are supposed to do or follow; a guide 
for conduct or action. 


3.9. 


rule 


• 

l. 


You have to use this form when you put money 
in your bank account. 


3.10.. 


_waive 


k. 


Benefit as a result of an action. 
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Answer Key 



Lesson 1 

Test 1 

1.1. b. 12 . b. 1.3. b. 1.4. b. 1.5. a. 



Test 2 

2.1. hiring, application 2.2. charge 2.3. sign, contract 2.4. experience 

2.5. employment agencies 2.6. contact 2.7. interest 2.8. hiring 

2.9. source job leads 2.10. neighborhood 



Test 3 
3.1. a. 
3.6. g. 



3.2. i. 
3.7. h. 



3.3. b. 
3.8. j. 



3.4. d. 

3.9. e. 



3.5. f. 

3.10. c. 



Lesson 2 

Testl 



1.1. b. 


1.2. a. 


1.3. a. 


1.4. d. 


1.5. a. 


1.6. b. 


1.7. a. 


1.8. d. 


1.9. b. 


1.10. b. 


Test 2 


2.1. d. 


2.2. g. 


2.3. i. 


2.4. f. 


2.5. a. 


2.6. c. 


2.7. j. 


2.8. h. 


2.9. b. 


2.10. e. 


Test 3 


3.1. Job openings 


3.2. look for, classified 


3.3. expense 


3.4. requirements 


3.5. announce 


3.6. daily basis 


3.7. services 


3.8. represent 



3.9. opportunities 3.10. training course 



Lesson 3 



Testl 

1.1. T 1.2. F 1.3. T 

1.6. T 1.7. F 1.8. T 



1.4. F 1.5. T 

1.9. F 1.10. F 



Test 2 

2.1. type 2.2. financial situation 

2.4. employmeny history 2.5. purpose 

2.7. references 2.8. suggestions 

2.10. prospective employer 



2.3. first impression 
2.6. N/A 
2.9. overlook 
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Test 3 
3.1. e. 
3.6. g. 



3.2. f. 
3.7. d 



3.3. i. 
3.8. c. 



3.4. a. 
3.9. j. 



Lesson 4 



Testl 

1.1. j. 1.2. e. 

1.6. a. 1.7. c. 



Test 2 

2.1. F 2.2. T 

2.6. T 2.7. T 

Test 3 

3.1. application,convince 
3.4. establish first contact 

3.7. cover, self yourself 
3.10. qualifications 
3.13. resume 



1.3. h. 


1.4. 


g 


1.8. i. 


1.9. 


f. 



2.3. F 


2.4. T 


2.8. F 


2.9. T 



32. punctuation 


3.3. 


3.5. satisfied 


3.6. 


3.8. referred 


3.9. 


3.11. improve 


3.12. 


3.14. crucial 


3.15. 



Lesson 5 



Testl 



1.1. a. 


1.2. d. 


1.3. d. 


1.4. d. 


1.5. b. 


Test 2 


2.1. F 


2.2. T 


2.3. T 


2.4. F 


2.5. F 


2.6. F 


2.7. T 


2.8. F 


2.9. F 


2.10. F 


2.11. T 


2.12. F 


2.13. F 


2.14. T 


2.15. F 


Test 3 


3.1. f. 


3.2. g. 


3.3. 1. 


3.4. i. 


3.5. c. 


3.6. a. 


3.7. j. 


3.8. b. 


3.9. d. 


3.10. h. 


3.11. e. 


3.12. k. 


3.13. o. 


3.14. m. 


3.15. n. 



Lesson 6 

Testl 
1.1. F 


1.2. T 


1.3. T 


1.4. 


F 


1.5. F 


1.6. F 


1.7. T 


1.8. F 


1.9. 


T 


1.10. T 
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3.5. b. 
3.10. h. 



1.5. b. 
1.10. d. 



2.5. F 
2.10. T 



inquiry letter 
impressive 

interview, convenience 

handwritten 

attention 
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Test 2 

2.1. a degree, training in computer 

2.4. "roundabout", to-the-point 

2.6. well-groomed, appearance 

2.9. benefits 



2.2. introduce 2.3. well-prepared 

2.5. extra-curricular activities 

2.7. starting salary 2.8. pay scale 

2.10. confidence 



Test 3 
3.1. b. 
3.6. d. 



32 . d. 3.3. b. 3.4 c. 3.5. b. 

3.7. d. 3.8. a. 3.9. d. 3.10. d. 



Lesson 7 

Test l 

1.1. d. 1.2. d. 1.3. b. 1.4. d. 1.5. a. 

1.6. b. 1.7. a. 1.8. c. 1.9. a. 1.10. a. 



Test 2 

2.1. dependents, claim 
2.4. earnings 

2.7. insurance 

2.10. payroll 



2.2. collects, social security 
2.5. disabled, benefits 

2.8. legal 



2.3. withhold 
2.6. contribute 
2.9. credited 



Test 3 



3.1. 


a. 


3.2. f. 


3.3. i. 


3.4. j. 


3.5. d. 


3.6. 


e. 


3.7. k. 


3.8. b. 


3.9. 1. 


3.10. c. 


3.11. 


h. 


3.12. g. 


3.13. o. 


3.14. n. 


3.15. m. 



Lesson 8 

Test 1 



1.1. 


b. 


1.2. b. 


1.3. c. 


1.4. b. 


1.5. 


b. 


1.6. 


d. 


1.7. a. 


1.8. a. 


1.9. d. 


1.10. 


d. 


Test 2 


2.1. 


d. 


22 . c. 


2.3. d. 


2.4. d. 


2.5. 


b. 


Test 3 


3.1. 


c. 


3.2. d. 


3.3. e. 


3.4. j. 


3.5. 


g- 


3.6. 


f. 


3.7. b. 


3.8. h. 


3.9. i. 


3.10. 


a. 
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Lesson 9 



3 

ERIC 



Testl 

1.1. 5/21/93 
1.6. 106 

Test 2 

2.1. d. 



1 . 2 . 



1.7. 6,320 



1.3. 4,726.97 
1.8. 1,593.03 



2.2. b. 



2.3. d 



2.4. c. 



1.4. 105.60 
1.9. 8 



2.5. b. 



1.5. 14.08 
1.10. 528.61 



Test 3 
3.1. c. 
3.6. g. 



3.2. b. 
3.7. i. 



3.3. a. 
3.8. j. 



3.4. e. 
3.9. h. 



3.5. d. 
3.10. f. 



Lesson 10 

Testl 



1.1. F 


12 . F 


1.3. T 


1.4. F 


1.5. T 


1.6. T 


1.7. F 


1.8. T 


1.9. F 


1.10. T 


est 2 


2.1. c. 


22 . b. 


2.3. b. 


2.4. d. 


2.5. c. 


2.6. d. 


2.7. a. 


2.8. d. 


2.9. a. 


2.10. c. 


2.11. b. 


2.12. b. 


2.13. d. 


2.14. a. 


2.15. d. 


2.16. b. 


2.17. c. 


2.18. a. 


2.19. a. 


2.20. b. 


est 3 


3.1. c. 


3.2. a. 


3.3. b. 


3.4. e. 


3.5. d. 


3.6. f. 


3.7. i. 


3.8. k. 


3.9. h. 


3.10. g. 
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Bilingual English-Laotian Glossary 

Each entry is followed by the letter "L" and a number. This combination indicates that the 
entry can be found in the lesson indicated by the number, for instance "L.2 " means lesson 2, 
L 2IL.5 means both lesson 2 and lesson 5, etc. 



Abbreviation (LI) 




Abbreviation (L2) 


SjlUntl 


Account (L7) 


ffu§miu3u 


Accurate (L5) 


3S3jC13t3 


Achieve (to) (L5) 


tfuQtSa 


Acquaint (to) (L3) 


arnoo 

1 


Ad ( advertisement 1 (LI) 


^nain 


Administer (to) (L7) 


tftjStnnu 


Advantage (L10) 




Advertise (to) (L2) 


^fi§ju*i 


Advertisement/ad (L2) 


n*iiAosy*i 


Advertising (L5) 




Agency (LI) 


fioiunu 


Agree (to) (L10) 


itffuwaju 


Alien (L5) 


fiuudVitfiiJ*! 


Allowance (L7) 


muatiib*! ci °l an 


Amount (L9) 


‘5*11)011 


Announce (to) (L2) 


tf*iodtn*ici 


Appearance (L6) 


dtficino 


Applicable to (L5) 


launsmj 


Applicant (L3) 


^30313*111 


Application (L1/L3) 




Apply (to) (L3) 


9^110*1^33 


Approach (to) (LI) 


§3?n8*i, yti^u?nij*i^ww*iui*i 


Argumentative (L6) 


f\nty3 
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Attention (L4) 
Attitude (L6) 
Available (LI) 
Available (L2) 

Avoid (to) (L2) 
Background (L3/L5) 
Balance (L10) 

Base upon (to) (L4) 
Basis (L2) 

Be over (to) (L6) 
Benefit (L6/L7) 

Bill (L7/L10) 

Blank (L3) 
Bothersome (L6) 
Bounce (to) (L10) 
Calculate (to) (L9) 
Cancel (to) (L10) 
Case (L2) 

Cash (to) (L9) 

Certain (L2) 

Charge (to) (L1/L10) 
Charge/fee (L10) 
Check (L9) 

Circle (to) (L3) 
Circumstance (L7) 
Citizen (L5) 

Claim (to) (L7) 
Classified (L2) 



tm'icl 

tnSniou 

flurpii 

03CH*jll 

u 

flurpu 

3*H§Cl,ll3o 

woJt^oci 

^mmu^u , ficia 

£336*13 ' 

Sunou 

3SW3UrftjJU*l 

8ci\a 

SniSn 

ristS 

U331,^JU 

fici6*i 

6*m*i)jjju 

1 

*1336*101311 

fX e* f* 

2 C 103 UU 

3*d*i*jn*iu 

3U^*1C1 

0111*1013*1 

6*iuun33n 



Clear (to) (L10) 
Collect (to) (L5/L5) 
Comfortable (L3) 
Company (L2) 
Compensation (L8) 
Compile (to) (LI) 
Conduct (to) (L6) 
Confidence (L6) 
Consider (to) (L3) 
Considerate (L6) 
Contact (L1/L4) 
Contain (to) (L2) 
Contribute (to) (L7) 
Contribution (L7) 
Convenience (L4) 
Convince (to) (L4) 
Corrective (L6) 
Costly (L2) 

Course (L2) 
Courteous (L6) 
Credit (to) (L7) 
Crucial (L4) 
Current (L9) 
Curriculum (L6) 
Data (L5) 

Deduct (to) (L8) 
Deduction (L9) 
Department (L9) 



ficiaiSjssnuSfo 

3SS3U 
§tl 3U 

* O 

USSJC1 

99U39AJ 

tfsntfQmuutnu 

^QTSSin 

atonssin 

i 

o ♦ 

non 

»nii 

muHvmnu 

asci9n 

tnjuuHs 

un N ls c ltf)^nn33 

s*)cnuu9 

8^3 

inStenClft 

l§3f[ 

83^3 

tfcistfu 

1 

tn&naci 

QUii 

■v 

tffnssn 

munai3u 

wiiun 



Depend upon (to) (L2) 
Dependent (L7) 
Deposit (L7) 

Deposit (to) (L10) 
Describe (to) (L2) 
Design (to) (L5) 
Direction (L6) 
Disabled (L7) 

Disagree (to) (L6) 
Divorced (L5) 
Document (L6) 

Draft (L4) 

Duty (L6) 

Earn (to) (LI) 

Earner (L7) 

Earning (L7/L8) 
Education (L2/L8) 
Eligibility (L7) 

Eligible (L7) 
Emphasized (to) (L5) 
Employment (LI) 
Encourage (to) (L6) 
Establish (to) (L4) 
Evaluate (to) (L5) 
Examine (to) (L8) 
Exception (L7) 
Expense (L2/L7) 
Experience (LI) 



§3n*uu 

\j i 

tfsurfo (i^uonua 

w 

13*1131118*1,009*1 

13*1131118*1 

tfusteneissn 

ssnutm 

tficitn*i3 

# 31*111 

i 

mtffutfsju 

tf *1^*13 

isnmgnu 

£ch §3 n 

■ 

tniJ*itn 

s ia£?j 

cJSanej'ia 

a*ieAft 

n*iu§na*i 

DScAKSlJ 

itniiutnijn 

31*1110*13 

u 

n3?n^3i 

ns*io*i 

astjr\*iju 

31 * 11 ) 031101 ) 

fl *1^54*10 

Jt§?jJt31*lll 
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Extra-curricular (L6) 


uantriSriaG 

“V 


F.I.C.A. (L8) 




Falsity (to) (L10) 


wowno 


Favorite (L6) 


ijntnanunontnju 

“V 


Federal (L7) 


$X[ 11*11)31*13 


Fee (L1/L2) 


fntfnijjju 


File (to) (L8) 


isnmsnyjUftu 


Fill out (to) (LI) 


sj u °1 ?j a im 


Financial (L3) 


mui3u 


Find out (to) (L2) 


fiy£ju 


Follow-up (to) (L6) 


ncimw 


Forge (to) (L10) 


tfsiHltfs 


Formal (L6) 




Foundation (L2) 


£jyt\*iy 


Full-time (L6) 


39yimmtfci§9^ju3 


Fund (L7) 


naatny 


Gather (to) (L5) 


QOAJlS'l 


Goal (L3) 


fisnjuns^s 


Government (LI) 


S^my 


Grooming (L6) 


33J<iySjtJS9CJ 


Gross (L9) 


tf3tnfici 


Hand-write (to) (L4) 


QnylDsjy 


Handle (to) (L10) 


Scimy 


Happen (to) (L2) 


i 

171GIS33 


Health (L7) 


sswnu 


Helpful (L2) 




Hiring (to) (LI) 




History (L5) 

O 

ERIC 
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Hobby (L6) 

Honestly (L6) 

Honor (to) (L10) 
Hourly (L9) 
Identification (L7) 
Immigration (L5) 
Impersonal (L5) 
Impress (to) (LI) 
Impression (L3) 
Impressive (L4) 
Improve (L4) 

Income (L7/L8) 
Information (LI) 
Inquiry (LI) 

Inquiry (to) (LI) 
Instruction (L3/L6) 
Insurance (L7/L8/L9) 
Interest (L1/L2) 
Interrupt (to) (L6) 
Interview (L4) 
Interview (to) (L6) 
Interviewee (L6) 
Interviewer (L6) 
Introduce (L6) 

Item (L9) 

Legal (L5/L7) 

Level (L5) 

Limitation (L3) 



39U3tcUs3i 

I 

§3C13C13SC1 

398 

tniJ 3 §J 03 t)u 

31*1111891033 

0915*10383 

033^0 

n33n9ns3 c lo 

Q98\fit/s39?f 

Q98QS3JC1 

Bajoou 

11^33 

I 

319UUUS3J9, 119U3333U 
tJtmm8 

nciflci 

3A1W9C1 

39W9C1 

WX\3139W9C1 

C^39W9C1 

UUS3LI9 

§u, 5 u 23 

t\3ins3 

Stcfo 

S32J ISC139 J1C1 



list (to) (L2/L3) 




Locate (to) (L2) 


^srizrn 


Logical (L5) 


iznotfu 


Look for (to) (L2) 


3snzn*i 


Manage (to) (L10) 


Samu 


Manner (L5) 


uzjzjSjri 


Marital (L5) 


ciszjoo 


Married (L5) 


11033*111 


Medical (L7) 


82 ZJ* 1 ZJ 

1 


Medicare (L8) 


§ 3 ri n li s s 3 ? r\ zj 3 li ?n n 3 3 1 aj o *i ^ ^ 3 ?n iD ?n 


Mention (to) (L5) 


aM3ir\3 


Messy (L3) 


ioht\z, onrit£fii 


Misunderstand (to) (LI) 


isn^QtSci 


Monitor (to) (L6) 


i 

ffninsuasssu 


Neighborhood (LI) 


fiiJW 3 *i 3 Utja*i 3 tf*)ii 


Net (L9) 


2*1000 


Nickname (L3) 


§znou 


Notice (to) (L1/L2) 




Offensive (L3) 




Offer (to) (L2) 


Sn^zn 


Omit (to) (L5) 


rn$a 


Opinion (L6) 


u u on a 


Opportunity (L2/L6) 


'isn'ici 


Organization (L5) 


§30*111 


Overdraw (to) (L10) 


i 3 mriiii^iizaS 


Overlook (L3) 


W 33 §* 1 JL) 


Overtime (OT) (L9) 


003100*1 


Pad (L10) 

ERIC 


i^jzfn^surfii 
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Part-time (L6) 
Particular (L2) 
Paycheck (L9) 

Payee (L10) 

Payroll (L7) 

Pending (L10) 

Pension (L8) 

Period (L9) 

Permit (to) (L3) 
Personal (L3) 

Plan (to) (LI) 

Popular (L2) 

Portion (L7) 

Position (L6) 
Preliminary (L5) 
Presentation (L5) 
President (L2) 

Private (LI) 

Process (LI) 

Profit (L2) 

Pronounce (to) (L6) 
Pronunciation (L6) 
Prospective (L3/L5) 
Provide (to) (L2) 
Punctuation (L4) 
Purpose (L3/L8) 
Qualification (L4/L6) 
Quality (L4) 



* • 

i?QmuyinjuutJQ^o^JU3 

rmwtfwufi 

wSmau 

8*130*1 ef 

foirnCo 

aoufio 

o*i3iiwy 

O r* 

yew 

wnnaoy 

i 

enihtnmy 

u u 

i3a3ny 

mysuasffotno 

eJten*iy 

isn§y, aoyno 

'W i 

dimci 

myaananijjs 

3ty*ioci§*i3tny*i 

$ciu < D3\S c ltn 

Snnay 

ft9*iUA>3tnw*icJ 

fto*iiutnu*itljw 

itnintSv 



Quit (to) (L6) 


3*13311 


Race (L3) 


tSoflu 


Reader (L2) 


$3*111 


Recommend (to) (L5) 


mnin 


Reconcile (to) (L10) 




Record (L8) 


tfmnn 


Refer (to) (L4) 


i 

i£fcu #3 


Reference (L3/L6) 


$j>$ri,tfriW 0 ri 


Referral (L4) 


tniJ 3 §jnornAJ 


Refuse (to) (L3) 


dtriiaci 


Religion (L3) 


3*13U*1 


Represent (to) (L1/L2) 




Require (to) (L1/L2) 


||nS33 c lu1 


Requirement (L2) 


fi0*uu|jri^33 


Respectful (L6) 


inwfi 00 fl 0 *ijui 0 *isuij?j 


Respond (to) (L2) 


n32J3U33 


Response (L2) 


ei0*lAJ&JGJ033*J 


Resume (L4/L5) 


J&ciyy 

XJ 


Retirement (L8/L9) 


n*iu33nfiui^j?j*iu*iu 


Review (L5) 


n *iu tn 01 )^ 1 ) 


Review (to) (L6) 


tfl 01 ) 8 u 


Rule (L10) 


flClSfctJJU 


Rush (to) (L6) 


£ho 


Salary (L9) 


131118311 


Satisfy (to) (L4) 




Savings (L9) 


atSw 


Saying (L5) 


ii*io\S 


Schedule (L10) 


rnSJcuoa*! 



Schedule (to) (L6) 


rnSoioo*i 


Schooling (L5) 


i 

n*iui 5 *iS|u 


Section (L2) 


itfuisoiaJunsu 


Self-confidence (L3) 


\o c lonoi33 


Serve (to) (LI) 




Service (LI) 


aj§n*iu 


Shortcoming (L5) 


2 *ionnajnaj 33 


Sign (LI) 


fchu 


Single (L5) 


^30 


Situation (L2) 


ffucnmo 


Skill (L1/L2) 


OB 


Slang (L6) 


aj*i 3 *imo*io 


Slouch (to) (L6) 


iJ3am3 


Source (LI) 


i i j 

anw*i fiinano 


Spare (time) (L6) 


100*16*13 


Specialize (to) (LI) 


a 3 l 3030 


Specifically (L3/L4) 


6*iiaj*is 


Spouse (L7) 


woanoiiijj 


State (to) (L4) 


lantfuanijn 


Statement (L10) 


c lyo*i£J3*iu 


Status (L5) 


0 0 

3 ir\n 


Straightforward (L6) 


n3\afn3AJ*i 


Strengh (L5) 


1 

ian 3 iiS 3 


Stub (L9) 


§man§3 


Style (L5) 


an *1 an *13 


Subject (L8) 


anos 


Succeed (to) (L4) 


ffuotSo 


Succinct (L5) 


£fui 3 *i 



Suggestion (L3) 
Summarize (to) (L5) 
Summary (L5) 
Supervisor (L6) 
Supply (L10) 


muuunn 

V 

try^ananju 
°l 3 nan w?n| 
tfcma 

*v \ 

sJnsu 


Switch (to) (L8) 




System (L7) 




Taxable (L8) 
Tip (L8) 
Title (L8) 


i3U&h§m 

• 

sninfimu 


Training (L2) 
Transaction (L10) 


tfnsusju 

mms'H'juisnssn 


Tricky (L2) 
Troublesome (L10) 


2T1Q 3J1 

u 

Mu aminos 11 


Trust (L7) 


\o c la 


Type (L3) 

Unemployment (L8) 
Unpleasant (L2) 
Untidy (L3) 


UU2J,sSq 

9933 ™ 

utft33 

V 

lafsmSt 


Valuable (LI) 


Dfn 


Voluntary (L9) 
Waive (to) (L10) 
Well-groomed (L6) 
Well-prepared (L6) 


snsnatfn 

0 n 1 8 n °[ v ^3 tfu a *i v \ ci ua i 03 tfu u *13 

urisnaaamu 

£j3aju3o 


Widowed (L5) 


uiitniHtr 


Withhold (to) (L7/L8) 


?ffn33n\S 


Workplace (L6) 


1 


ERIC 


G -11 149 




U.S. DEPARTMENT OF EDUCATION 

Office of Educational Research end Improvement (OERI) 
Educational Resources Information Center (ERIC) 

REPRODUCTION RELEASE 

(Specific Document) 




I. DOCUMENT IDENTIFICATION: 



Title: 




Ten Lessons of Pre-Employment Skills for ESL Students 


Vietnamese. Cambodian and Laotian 




Authof(s): o r . Vuong G. Thuy 


Corporate Source: 

Indo-Chinese American Council 


Publication Date: 

1995 



II. REPRODUCTION RELEASE: 



In order to disseminate as widely as possible timely and significant materials of interest to the educational community, documents 
announced in the monthly abstract journal of the ERIC system. Resources in Education (RlE), are usually made available to users 
in microfiche, reproduced paper copy, and electronic/optical media, and sold through the ERIC Document Reproduction Service 
(EDRS) or other ERIC vendors. Credit is given to the source of each document, and. if reproduction release is granted, one of 
the following notices is affixed to the document. 

If permission is granted to reproduce the identified document, please CHECK ONE of the following options and sign the release 
below. 



El* 

Check here 

Permitting 

microfiche 

(4”x 6” film), 

paper copy, 

electronic, 

and optical media 

reproduction 



Sample sticker to be affixed to document Sample sticker to be affixed to document 



"PERMISSION TO REPRODUCE THIS 




"PERMISSION TO REPRODUCE THIS 


MATERIAL HAS BEEN GRANTED BY 




MATERIAL IN OTHER THAN PAPER 






COPY HAS BEEN GRANTED BY 








TO THE EDUCATIONAL RESOURCES 




TO THE EDUCATIONAL RESOURCES 
INFORMATION CENTER (ERIC)." 


INFORMATION CENTER (ERIC)." 





*□ 

or here 

Permitting 
reproduction 
in other than 
paper copy. 



Level 1 



Level 2 



Sign Here, Please 



Documents will be processed as indicated provided reproduction quality permits, 
neither box is checked, documents will be processed at Level 1. 



permission to reproduce is granted, but 



"I hereby grant to the Educational Resources Information Center (ERIC) nonexclusive permission to reproduce this document as 
indicated above. Reproduction from the ERIC microfiche or electronic/optical media by persons other than ERIC employees and Its 
system contractors requires permission from the copyright holder. Exception Is made for non-profit reproduction by libraries and other 
service agencies to satisfy information needs of educators in response to discrete inquiries.” 



Signature: /// k '~~f L/ 

( hh Sr/. 


Position: 

Director 


Printed Name: ’ 

Chervl L. Keenan 


Organization: 

Bureau of ABLE 


Address:. . ... 

s'.ij Dcpji i:;.- .m u r.aiiCJtKJi* 
333 ' r.et Street 

Harrbuur,-;, PA 17126-0333 


Telephone Number: . ...... ^ - 

< ' > • ' 


Date: 

January 31, 1997 



S3 

ERIC. 



Ill 



DOCUMENT AVAILABILITY INFORMATION (FROM NON-ERIC SOURCE): 



If permission to reproduce Is not granted to ERIC , or, If you wish ERIC to cite the availability of this document from another 
source, please provide the following Information regarding the availability of the document. (ERIC will not announce a document 
unless It Is publicly available, and a dependable source can be specified. Contributors should also be aware that ERIC selection- 
criteria are significantly more stringent for documents which cannot be made available through EDRS). 



Publisher/Distributor: 




Address: 




Price Per Copy: 


Quantity Price: 



IV. REFERRAL OF ERIC TO COPYRIGHT/REPRODUCTION RIGHTS HOLDER: 

If the right to grant reproduction release is held by someone other than the addressee, please provide the appropriate 
name and address: 

Name and address of current copyright/reproduction rights holder: 

Name: 

Address: 



V. WHERE TO SEND THIS FORM: 



Send this form to the following ERIC Clearinghouse: 



ERIC Clearinghouse on Adult, Career, and Vocational Education 
Center on Education and Training for Employment 
1900 Kenny Road 
Columbus, OH 43210-1090 



ERIC / 9/91) 



If you are making an unsolicited contribution to ERIC, you may return this form (and the document being contributed) to: 



